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Getting Started

You are here: Mobile Caregiver+ Provider Portal User Guide > Getting Started

Click a topic below:

General Requirements

Logging In
Provider Portal Overview: Viewing the Dashboard

Viewing the Main Menu

Changing Refresh Settings

Commonly Used Icons and Controls

Selecting Times using the Clock Icon

Selecting Dates using the Calendar Icon

Logging Out
Terminology
Acronyms
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General Requirements

You are here: Mobile Caregiver+ Provider Portal User Guide > Getting Started >

General Requirements

Each vendor must designate at least one Provider Administrator (Provider Admin)
during the registration process. Depending on the Payer and the Program, Provider
Admins may be responsible for one or more of the following:

o Creating and Managing Mobile Caregiver+ User Accounts.

e Creating and Managing Mobile Caregiver+ Recipient Accounts.
e Task management for billable services.

e Scheduling, monitoring, and management of visits.

e Running reports.

All Users must have registered Mobile Caregiver+ User accounts to log in to the Mobile
Caregiver+ Provider Portal.

All Caregiver+ mobile software applications will support the current and two most recent
versions of the following software, as long as the developer continues to provide

support to ensure that the application meets EVV security requirements:

EVV Hardware and Software Requirements

Supported PC Operating Windows OS (32 or 64 bit).

Systems

Supported Mobile e iOS.
Operating Systems e Android.
Supported PC & Mac e Microsoft Edge.
Browsers e Google.

e Apple Safari.

e Mozilla Firefox.
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EVV Hardware and Software Requirements

Supported Mobile

Browsers

Google Chrome.

Apple Safari .

Mobile Device

Requirements

Form Factor: Tablet or Smart Phone.
Operating System: Android or iOS (see above.)
Bluetooth required: No.

GPS required: Yes.

Voice support required: No.

Min memory of phone: No minimum.

Min storage of phone: 50 MB.

If the Mobile Caregiver+ app is going to work in a mobile device management (MDM)

solution, the MDM solution must be configured to allow the next access to the app.

Note: If listed as Optional below, EVV will still be possible. If listed as Required, EVV will

not function effectively without the privilege. Cellular data or Wi-Fi data is required, but a

user doesn't need both.

MDM Access | Required/Optional Reason

Camera

Face ID
(when
available)

Fingerprint ID
(when
available)

Location
Services

Optional

Optional

Optional

Required

For user to take avatar picture.

For biometric app login.

For biometric app login.

For geo-location of visit check-in /
check-out.
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MDM Access | Required/Optional Reason

Photo Library Optional To allow user to select avatar picture.

Mobile Data Required (unless user For internet access.
accesses internet only
via Wi-Fi network)

Wi-Fi Data Required (unless user For internet access.
accesses internet only
mobile network)

File Storage Required For local encrypted storage of working
data.

Related Topics

e Logging In e Commonly Used Icons and Controls
e Provider Portal Overview e Logging Out

e Viewing the Main Menu e Terminology

e Changing Refresh Settings e Acronyms
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Logging In

You are here: Mobile Caregiver+ Provider Portal User Guide > Getting Started >

Logging In

Mobile Caregiver+ Provider Portal is a web-based application.
Open your web browser. The best practice recommendation is for providers to use

Google Chrome.

1. Type mobilecaregiverplus.com in the address bar of your Internet browser and

press the Enter key.
2. Click the orange EVV LOGIN command located in the upper right corner of the

screen.

7 Mobile Caregiver+" sesounces

RESOURCES

TRAINING AND IMPORTANT LINKS

Training

Webinars

@ VIEW WEBINARS

3. Enter the Email, Username, or cell Phone number listed in your Mobile

Caregiver+ profile.

4. Click Reset Password.


https://mobilecaregiverplus.com/resources/
https://ntst.sharepoint.com/sites/NetsmartEVVSupportTeam-EVVTraining/Shared%20Documents/EVV%20Training/Screenshots%20and%20User%20Guide%20-%20Provider%20Admin%20Portal/mobilecaregiverplus.com

9’ Mobile Caregiver+

g Mobile Caregiver+

Waming! This application pro AA Protected Heal
4 o

g Mobile Caregiver+

Note: You will either receive an email or at text message with a temporary link
that will allow you to log-in and change your password. You must login within 36
hours of resetting your password, otherwise, the temporary password will expire,

and you will have to reset your password again.

. Click the blue Login command.

Use the temporary password to login; the system will prompt you to create a new
password.

The Mobile Caregiver+ Provider Portal opens in Dashboard view.

Note: If you are new to the login and have been assigned the Provider
Administrator or Billing user role, you will receive an email inviting you to join
the agency. You will have 36 hours to activate your account; after that time, the

invitation expires.

Related Topics

General Requirements

Provider Portal Overview

Viewing the Main Menu

Changing Refresh Settings

Commonly Used Icons and Controls

Logging Out
Terminology
Acronyms
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Provider Portal Overview: Viewing the Dashboard

You are here: Mobile Careqgiver+ Provider Portal User Guide > Getting Started > Provider

Portal Overview

The Mobile Caregiver+ Provider Portal displays an instant overview of near real-time
and/or real-time EVV analytics data in the Dashboard; for more information about the
data displayed in the Dashboard, see the numbered items described in the table below

the screenshots.

More detailed information about how to use each section of the dashboard is included in
the Using the Dashboard. The following screenshots represent sections of the

dashboard and are displayed in the order in which they appear, from top to bottom.

Visit Status on 067252021 - 06/26/2021 o @ Q @ & ¢ -
Lzl
944 AM

m Br
Nicks

T vas @ . -
THS WEEK LAST WeEX 2WEEKS AGO (¢] From: Grad Philips
=  wor Ut o To. Grose
Q@ canm Review ve compieted al my viats for e day
B Pricr Aumonzations
A Regors _H
Weekly Visits on 06/20/2021 - 06/26/2021 0 Vewas Chan  Tack
Recpients
LASTWEEK  ZWEEKSAGO

@8-

(DR
o s
8 e

Q

>
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My Claims Work Queue ©

Legend
| e

@ Matched
@ Vnmatehed

‘“ Released Claims Pending Submussno

$6056.31
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l— Refresh Icon
Claims @

Custom v 01/01/2020 B 05/052020 o] [«

TOTAL AMOUNT

l.:l'g

'

Breakdown of visits

by status

Dashboard Description

ltem

° The Main Menu button allows Users to expand and collapse the
Main Menu. See Viewing the Main Menu for more information on
the menu options.

(2 The Language icon allows Users to select the display language for
the Provider Portal.

(3 The Agency Name displays the name of the active agency/location.
Users can click on the current active agency to switch locations.

(4 The User Role displays the assigned User Role of the active User;
the system will display Caregiver if a Caregiver logs into the
Provider Portal.

e The Username displays the name of the active User. Click on the
active User’s name to access the My Profile option, where Users

>
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Dashboard Description

[tem

can update their Mobile Caregiver+ User profiles or Log Out of the

Provider Portal.

(6 The Visit Status section displays near-to real-time status
information for scheduled visits. Users can choose to view status
data for scheduled visit for one of five date ranges: Today, This
Week, Last Week or 2 Weeks Ago. The total number of visits for
each visit status will be displayed in the respective colored tile. The
colored tiles contain hyperlinks which provide direct access to the
corresponding visits within the Visits List. Users can choose

between a chart or table display.

7 The Weekly Visits section displays daily EVV visit information for
one of three weekly time ranges, This Week, Last Week, or 2
Weeks Ago. The colored stack chart contains hyperlinks, which
provide direct access to the corresponding visits within the Visits

List. Users can choose between a chart or table display.

(8 The Inbox displays HIPAA compliant messages that are sent to,

and notes/alerts that are received from, Caregivers. The Inbox also
displays alerts and notifications from Netsmart. Notes/Alerts contain
a hyperlink to view visit details. Users cannot respond to messages

in the Inbox but can send messages to Caregivers from the Users

page.

(0 The My Claims Work Queue section displays analytic data for
completed visit by statuses, New, Matched, and Unmatched. The

chart contains hyperlinks which provide direct access to the Work

List. Users can choose between a chart or table display.

10

>
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Dashboard Description

[tem

® The Released Claims Pending Submission section displays the
total estimated payment amount for all unsubmitted billable service
records that have been released to Claims Reviews. The display
contains a hyperlink which provides direct access to Claims Review.

(1] The Claims section displays status and remittance data for all
billable service records that have been Released from the Work
List. Providers can configure reporting parameters, including
selecting the chart type and date range. Users can choose between
a chart or table display. The report contains a hyperlink which

provides direct access to Claims Review.

Related Topics

o General Requirements e Commonly Used Icons and Controls
e Logqing In e Logging Out
e Viewing the Main Menu e Terminology
e Changing Refresh Settings e Acronyms
11

>
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Viewing the Main Menu

You are here: Mobile Caregiver+ Provider Portal User Guide > Getting Started >

Viewing the Main Menu

The Main Menu provides access to all the features and functions of the Mobile

Caregiver+ Provider Portal.

The Main Menu appears on the left side of the Mobile Caregiver+ Provider Portal; the
Main Menu icon appears on the top left corner of the Mobile Caregiver+ Provider Portal,
above the Main Menu. Click the Main Menu icon circled below — sometimes called the
“‘hamburger icon” — to expand the Main Menu and see a description of all options. Click

it again to collapse the Main Menu so that just the icons are visible.

Dashboard
h e Visit Status on 06/252021 - D6/28/2021 Inbox Qa @ e C -
- : —— ASTWEEK 2 WeEKS AGK c From: Dead Prilips
M| = To Nk G
@ Cum R 1w complted o my vt s B S0y
| N --n.- b .u
veeldy Visits on 06/202021 - 082612021 vew s | Cran | Tace
B Froven LASTWEDX  2WEEKSAGO c
M (] Tranng Legend
u A
e| 2w i
o . 8 Compi
S Logou o
n . -fo
4
u H

mh.
T | | .
s

Note: The Claim Review, Work List, and Prior Authorizations menu options are used
for claim processing and are discussed in the Mobile Caregiver+ Claims User Guide,

which is available from the Training menu option.

Menu Item Description

Displays real-time and near-real-time overview of EVV data
Dashboard

analytics for scheduled visits.

12

>
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Menu Item Description

Displays a calendar chart, which depicts all scheduled visits in a
provider's Mobile Caregiver+ Portal. Providers can customize the
Schedule calendar, review scheduled visits, and add new visits to the EVV
portal. The Schedule menu option allows providers to view
existing schedules, check for availability, and add new visits.

Displays a list chart, which depicts all scheduled visits in a
Provider's Mobile Caregiver+ Portal. Providers can use the fields

in the header to filter the list and to add new visits to the EVV

vistts portal. The Visits menu option allows providers to effectively
search for and manage scheduled visits, such as, manually
completing missed visits, rescheduling visits, canceling visits, etc.
Displays a list chart, which depicts records for billable services

Work List that have been rendered. Providers will use the Work List to

locate, review, process, remediate, and release billable services

for claims submission.

Displays a list chart, which depicts status and remittance data for
all billable service records that have been released from the Work
) ) List. Providers will use the Claims Review menu option to obtain
Claim Review
status and remittance data for released service records as well as
to adjust, void and add Third Party Liability, Explanation of

Benefits (EOB) entries for Paid and Partially Paid claims.

Displays a list chart, which depicts all Prior Authorizations (PA)

Prior- which have been added to a Provider's Mobile Caregiver+ Portal.

.. Providers can use the Prior Authorization menu function to locate
Authorizations

and review Prior Authorizations in their Provider EVV Portals.

Depending on the Payer and Program, some providers may be

13

>
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Menu Item Description

able to add new Prior Authorizations to, and/or edit existing Prior

Authorizations in their Provider Portals.

Displays a list of Provider Reports that are available in the Mobile
Reports Caregiver+ Provider Portal. Providers can use the Reports Menu
Function to select, configure, run, and export reports from their

Mobile Caregiver+ Portals.

Allows Providers to locate, add, edit, and manage Users in their
Users Mobile Caregiver+ Portals. Depending on the Payer and
Program. Providers may have full or limited capability to manage

User settings/properties in their Provider Portal.

Allows Providers to locate, add, edit, and manage Recipients in
o their Mobile Caregiver+ Portals. Depending on the Payer and
Recipients

Program, providers may have full or limited capability to manage

Recipient setting/properties in their Provider Portals.

Allows Providers to review and to make permissible changes to
the configuration settings for their agencies. Depending on the
Payers and Programs. Providers may be able to do one or more
of the following:

Edit their agency’s Profiles demographic data.

Providers
Manage tasks.

Edit Contractors' data.

Update override rates for billable services.

Add and edit a Provider Medicaid ID associated with a specific

Payer, Plan, and Program.

14
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Menu Item Description

Settings

Allows providers to configure the auto refresh timer for the
Dashboard, Users, and Schedule screens. Providers can enter
the amount of time the system will wait before refreshing and

updating data in the Dashboard, Users, and Schedule screens.

Training

Provides access to the Mobile Caregiver+ Training Resources
web page. Providers can access online User Guides, Training
Videos, sign up for live EVV training Webinars, as well as open

online help desk support tickets.

Logout

Allows providers to exit the Mobile Caregiver+ Provider Portal.

Related Topics

General Requirements e Commonly Used Icons and Controls
Logging In e Logging Out
Provider Portal Overview e Terminology
Changing Refresh Settings e Acronyms
15

>
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Configuring Auto-Refresh Timers

You are here: Mobile Caregiver+ Provider Portal User Guide > Getting Started >

Configuring Auto-Refresh Timers

The Settings menu option allows Providers to configure the rates, in seconds, for the
auto refresh timers for the Dashboard, Users, and Schedule screens. Provider can
enter the time, in seconds, that system will wait before updating EVV data on the
respective screens.

To configure the auto refresh timers for the Mobile Caregiver+ Provider Portal:
1. From the Main Menu, click Settings.

2. Click the name of the screen, Dashboard, User, or Schedule, to set the Auto-

Refresh timer for the respective screen.

o Cogeh  UAT fen Do BB Provir (ki Growe

3. Enter Auto-Refresh rate (the time value will be in Seconds) — The refresh rate

time must be set to a minimum of 300 seconds.

Note: Users can click the blue Set Default command to reset the auto refresh
timers to the default refresh rate, 600 seconds (10 Minutes) for all three (3)

screens.

4. Click the blue Save command.

16
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Related Topics

o General Requirements e Commonly Used Icons and Controls
e Logging In e Logging Out
e Provider Portal Overview e Terminology
o Viewing the Main Menu e Acronyms
17
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Commonly Used Icons and Controls

You are here: Mobile Caregiver+ Provider Portal User Guide > Getting Started >

Commonly Used Icons and Controls

Conventional Icons Used in this Document.

Icon Description

Main Menu: Click the Main Menu icon — sometimes called the “hamburger
E icon” — to expand the menu to see the full list of options; click it again to
collapse the menu so that only icons display.

View Only: Indicates that an object is read-only, Users cannot, or has

©
limited capability to modify object’s properties/settings.
) Edit: Indicates an object is editable, Users can modify object’s
properties/settings.
Actions: Click the Actions icon to view a list of available submenu options
(shortcuts).
Search: Allows Users to perform Keyword searches. Click on the Search
Q
icon to open a search field.
Reload: Refreshes the active screen/sub-screen with the most current EVV
data. Some screens have multiple Reload icons, which are used to refresh
& individual subsections.

Refresh times for the Dashboard, Users, and Schedule can be set using the
Settings option.

Clock: Allows Users to enter and/or edit values in time data fields. Click the

@ Clock icon to enter/edit field values. See Selecting Times using the Clock

Icon for detailed instructions on setting time using this icon.
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Configuring Time entries using the Clock Icon

You are here: Mobile Caregiver+ Provider Portal User Guide > Getting Started >

Configuring Time entries using the Clock Icon
Fields that require a time entry have a clock icon to the right of them.

1. Click the clock icon, O to open the Set time dialog box.

55 AM

Cancel 0K

2. Use the up and down arrows to enter/set the time.
3. Click AM or PM to toggle between morning and afternoon.

4. Click OK to complete the entry and close the Set time dialog box.
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Configuring Date entries using the Calendar Icon

You are here: Mobile Caregiver+ Provider Portal User Guide > Getting Started >

Configuring Date entries using he Calendar Icon

Fields that require a date entry have a calendar icon to the right of them.

1. Click the calendar icon, © to open the edit Calendar dialog box; it defaults to the

2.

current year, month, and day.

05/05/2020

Select Date And Time
MAY 2020 ~
MAY
A
Select Visit Recurrence AN © B

24 2 26 27

AN

)

21

28

22

29

11:00 AM

23

30

To change the year, click the current month and year to display a list of years.

Select Date And Time 05/05/2020

2016 - 2039

2021
Select Visit Recurrence

2025
2029
2033

2037

2018

2022

2026

2030

2034

2038

11:00 AM

2019

2023

2027

2031

2035

2039

Click on the year you want to select. You may have to use the left or right scroll

arrows to navigate to the correct year.
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Select Date And Time .5 \ Choose start date * Choose Start Time
08/21/2021 ] 5:35PM
ration minutes *
2025 - <
2025
Select Visit Recurrence .6 | JAN FEB MAR APR
MAY JUN JUL AUG peat Every
SEP OoCT NOV DEC
ler occurrences
oose end date
3/21/2021
4. Click on the month to select it.
C ose Start Date * Choose Start Time
Select Date And Time - 05/05/2020 Q) 11:00 AM
MAY 2020 ~ < > n
MAY 1 2
Select Visit Recurrence 34 @' 6 7 8 9
10 1" 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31
5. Click on a date to select it.
Related Topics
General Requirements e Commonly Used Icons and Controls
Logging In e Logging Out
Provider Portal Overview e Terminology
Viewing the Main Menu e Acronyms
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Logging Out

You are here: Mobile Careqgiver+ Provider Portal User Guide > Getting Started >

Logging Out

If you are not actively using the system, it is a best practice to log out. Logging out helps
to ensure the security and protection of your organization’s information, as well as the
information for your Recipients and Caregivers. The system will automatically logout the
active User after 30 minutes of inactivity.

There are two ways to log out of the Mobile Caregiver+ Provider Portal:

1. From the Main Menu, click Logout.
Or

1. Click on your name in the upper right corner of the screen, then click Logout.

S Ve 1ol i e

Related Topics

o General Requirements e Commonly Used Icons and Controls
e Logqing In e Logging Out
e Provider Portal Overview e Terminology
e Viewing the Main Menu e Acronyms
22
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Terminology

You are here: Mobile Careqgiver+ Provider Portal User Guide > Getting Started >

Terminology

The following terms are displayed in the application and are used throughout this User
Guide.

e Administrator (Admin): A Mobile Caregiver+ User Role that grant a User full
access to all available features and functions of the Provider’'s Mobile Caregiver+
Provider Portal. The Fiscal Agent and Fiscal Intermediary roles also grant Users
the same access privileges as an Administrator. Users that are assigned the role
of Administrator, Fiscal Agent, or Fiscal Intermediary will have access to data for
all recipients in the provider agency. Depending on the Payer and Program,
Administrators may have rights to Manage some, or all, object in an agency’s
EVV portal.

Note: Multiple User roles can be assigned to a single User account. For example,
if a User works in the Office as an Administrator and assist in providing coverage
for Caregivers, the User will have to be assigned both the Administrator Role and
the Caregiver Role.

e Billing: A Mobile Caregiver+ User role that grants a User limited access to the
claims processing features and functions of an agency’s Mobile Caregiver+
Provider Portal. The Biller Role can be assigned to contractors to allow them to
effectively process claims, while limiting access to other confidential data.

e Caregiver: A limited Mobile Caregiver+ User Role that allows Users to
download, install, and log in to the Mobile Caregiver+ app to complete scheduled
visits. The Caregiver User role is usually assigned to the following: Live-in
Service Providers, Rendering Providers, Billing Providers, Home Health Aides,
Adult Daycare Providers, Providers, Community Mental Health Providers,
Agency Providers, PDS Employees, Independent Providers, Service Providers,
Participant Directed Service Providers, Personal Care Providers, Group Home

Providers, Direct Care Workers, Direct Service Providers, Non-Agency Providers.

23

>



9’ Mobile Caregiver+

Healthcare Common Procedure Coding System (HCPCS codes): A
standardized healthcare coding system that is used primarily to identify services
provided also known as: Service Description, Billing Codes, Procedure Codes,
Revenue Codes. (See also Service Codes). The HCPCS code, also known as
the Service or Procedure code, can be made up of a combination of letter and
numbers.

Service Code: A code, which can be a combination of letters and numbers, that
represents a healthcare service (see also HCPCS codes). Payers assign Service
Codes to represent billable healthcare services.

Modifier: (Supplement to the HCPCS Codes/Service Codes) A two-digit code
used to supplement or adjust care description concerning a service or procedure
provided by a Caregiver. Modifier can be used by Payers to authorize non-
standard services, such as, Telehealth visits or group therapy; not all service
codes have modifiers.

Agency: A business which employs one or more individuals to render care also
known as: Traditional Home Health Agency, Fiscal Management Agency (FMA),
or Fiscal Intermediary.

Payer: Payer refers to the health plan or organization that remits payments to
Caregivers/Provider and/or Agencies for the services that are rendered to
insured Recipients.

Prior Authorization/Service Authorization: A decision/approval by a health
insurer or plan that a health care service is necessary. Health plans authorize
care for a Recipient for a specified period, for specified units (billable time
increment for a service), or for a specified number of visits.

Recipient: An individual receiving services/care is also known as: Client,
Participant, Individual, Family Member (child, parent, spouse, etc.) PDS
Employer, Beneficiary, Member, etc.

Schedule: A plan for rendering services, which includes pre-planned visits. Visit
can be planned/scheduled by Administrators for Caregivers to provide services to
Recipients. In some environments, Caregivers may be responsible for scheduling

visits.
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e Visit: A planed schedule for rendering one or more service(es), which includes
planned dates, times, and place for a Caregiver to provide services to a

Recipient.

Related Topics

e General Requirements e Changing Refresh Settings
e Logqing In e Commonly Used Icons and Controls
e Provider Portal Overview e Logging Out
¢ Viewing the Main Menu e Acronyms
25
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Acronyms

You are here: Mobile Careqgiver+ Provider Portal User Guide > Getting Started >

Acronyms

Acronym Definition

EVV Electronic Visit Verification.

HIPAA Health Insurance Portability and Accountability Act.

HCPCS Healthcare Common Procedure Coding System.

LTC Long-Term Care.
PA Prior Authorization / Approval.
SA Service Authorization / Approval.

Related Topics

o General Requirements e Changing Refresh Settings
e Logqing In e Commonly Used Icons and Controls
e Provider Portal Overview e Logging Out
e Viewing the Main Menu e Terminology
26
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Using the Dashboard

You are here: Mobile Caregiver+ Provider Portal User Guide > Using the Dashboard

Click a topic below:

e Accessing the Dashboard

e Viewing the Visit Status Report

e Viewing the Weekly Visits Report

e Viewing the Inbox

e Viewing The My Claims Work Queue Report

e Viewing the Released Claims Pending Submission Report

e Viewing the Claims Report
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Accessing the Dashboard

You are here: Mobile Caregiver+ Provider Portal User Guide > Monitoring Caregivers

and Visits > Provider Portal: Accessing Visit Status Detail

The Dashboard displays various EVV visit and claims analytic data for the active
agency. The Dashboard screen is divided horizontal sections. Each section displays
EVV analytic data for the active agency.

To access the Dashboard:

1. From the Main Menu, click the Dashboard option.

B screome Visk Stat AR - AN
WEEK. 2 WS AGK c
O Cue Rean o completed o my vl for e Say
B oror umonzavons
A megens
06/26/2021 viewss Chan  Tave

Weekly Visils on 06/202021

B sovee LASTWEDK  2WEEKSAG0 c
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Reviewing the Visit Status Report

The Visit Status Report displays near real-time-to-real-time overview analytic status
data for scheduled visits. There are 8 colored tiles that display summary data for each
type of visit status. Providers can select one of four date ranges, TODAY, THIS WEEK,
LAST WEEK, or 2 WEEKS AGO, to view summary status data for all visits scheduled
for the selected period. The example below shows visit statuses for visits scheduled for

Today.

Visit Status Report

B screoue . —— 004 [)aIe Inbax a @B @ C -
- —— Range Y pre——

Status ) e ee
Tiles —
e i Weekdy Visits on 06/20/2021 - 06/26/2021 T ——
. ASTWELK  2WEDKSAGO e

IIIII
IIIII IIIIII
oo . e jr— P 3

B o
sseEn

Wi

Sunar e,

The “reload” icon, C, allows Users to refresh the Visit Status chart with current real-
time data. The system will display real-time and near real-time status data for

scheduled visit.

Status Description

In Progress The light blue tile displays the total number of scheduled visits
that are actively being completed within the scheduled time,

the scheduled end time has not passed.

Unable To The purple tile displays the total number of scheduled visits
Complete that were either canceled or deleted.
29
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Status Description

Missed The burgundy tile displays the total number of scheduled visits
that were not completed on the Mobile Caregiver+ application;
All visit that are completed without using the Mobile
Caregiver+ application will be labeled as Missed visits i.e.,
visits where the Caregiver forgot to log in, did not have the
device, the device was broken, etc. Provider Admin can
manually complete visit that occurred without the use of the

Mobile Caregiver+ application.

Not Started The gray tile displays the total number of visits that are
scheduled for future dates, i.e., later in the current day, the

next day/week, etc.

Not Started, Late The orange tile displays the total number of scheduled
appointments that have not been started at the scheduled
Start Time, visits that are currently late (that should have

already started).

In Progress, Late The yellow tile displays the total number of scheduled visits
that are still being completed (in progress) past the scheduled
End Time.

Completed The light green tile displays the total number of scheduled

visits that were completed within the scheduled time.

Completed, Late The dark green tile displays the total number of scheduled
visits that were completed after the scheduled End Time.

Users can click on any of the eight (8) colored status tiles to view a list of the
corresponding visits in the Visits screen. The example below shows a list of Missed

visits for Last week. Users may have to scroll down to see all visits.
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Dashboard
e Inbox a Ba c -
Visit Status on 06/13/2021 - 06/19/2021
S e From Brad Philips 525
sut
oo L To Nackd (080

OO ThiS WEEK 0 c
. - . . - - - -
i +
Recy r

Prscy Potcy L L ———1 o otune

Note: See Viewing Visit Details for more information on the Visits page.

Related topics:

e Accessing Weekly Visits Detail e Viewing Claims Information

o Viewing Inbox Alerts
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Reviewing the Weekly Visits Report

You are here: Mobile Caregiver+ Provider Portal User Guide > Monitoring Caregivers

and Visits > Provider Portal: Accessing Weekly Visit Detail

The weekly visit report displays daily analytic data for weekly time periods, i.e., THIS
WEEK, LAST WEEK, 2 WEEKS AGO. Users can use the View tab to select a Chart or
Table display for the report.

The Chart report depicts a stack chart with colored stacks representing the total number
of daily visits based on the visit status.

Users can click on a colored stack to view the list of the corresponding visits in the Visits
screen. The example below shows the list of corresponding Not Started, Late visits for
Thursday of THIS WEEK that will be displayed in the Visits screen. Users may have to

scroll down to view all visits in the Visits list.

Weekly Visits Chart Report

B sowas Visit S ” 2021 - 08/25/2021 box
S DESWEEX  LSTWERX  2WERKSAGO @ From Brad Philps
worx Lt To Nicki Grose
@ ComAmes vu completed 4 my v b o day
) Pror Autnonzasons 0
A Repors oF
Weekly Visits on 06/20:2021 - 06/26/2021 V View 35 CRAR  Tadke
Recgns ew
8 Fovee AST WEEX 2 WEEKS AGC Tabs [e]
E Tanny Lapead
e N “'.
.
=

PRpr— T Arenon (M1 RMNENA RSN B2RNSMAN N IBLIAN  Camgied
8 =
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The Table report depicts a list chart which displays the total number of visits by status
for each day of the selected week.

Weekly Visits Table Report

Dashboard

Visit Status on 062572021 - 06252021

THSWEEK  LASTWEEK  2WEEXSAGO
ork List
© Cowaeven
B oo aumonzatons
A Repons
- 06/2612021

Weeldy Visits on 06/2072021

o Q3 e Cc o~

2 WEEKS AG0

Note: See Viewing Visit Details for more information on the Visits detail screen.

Related topics:

e Accessing Visit Status Detalil ¢ Viewing Claims Information

o Viewing Inbox Alerts
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Reviewing the Inbox

You are here: Mobile Caregiver+ Provider Portal User Guide > Monitoring Caregivers

and Visits > Provider Portal Dashboard: Viewing Inbox Alerts

The Inbox displays the following HIPAA compliant data:

e Text messages that Administrator(s) have sent to Caregivers.
e Recipient notes/alerts that Caregivers have sent to the Provider Admin.
¢ Notifications and Alerts sent from Netsmart.

When Caregivers enter notes in scheduled visit and check-off the Alert My
Administrator option, the note will appear the Inbox on the Provider Portal.

Administrators can click a note to read the full text.

Inbox

L

Data displayed on the Dashboard, including the Inbox, automatically refreshes every
600 seconds by default. Users can change how frequently the Inbox refreshes by using
the Settings menu option to configure the Message Auto-Refresh Timer. Users can
manually refresh the Inbox data at any time by simply clicking the refresh icon, € .
Users can configure the following Inbox settings:

o Filter to display only unread messages, the default view, by clicking the closed

envelope icon, &,
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« Filter to display only opened messages, by clicking the open envelope icon, & .
« Search for messages by clicking the magnifying glass icon, <.

e Change the number of messages per page, by clicking the Items per page drop-
down list box. Users can scroll through pages by clicking the forwards arrow or the

backwards arrow.

Inbox Q = C -
From: Lisa Turner 2120 .
518 PM
To: Vicki Rouse

El Nifio esta en el hospital

From: Lisa Turner 2/1/20
4:52 PM
To: Vicki Rouse

Termine en el parque

From: Conrado Caducio 1/31/20
9:58 AM
To: Vicki Rouse

Recipient refused care

From: Chris Pernicano 1/30/20
311 PM
To: Vicki Rouse
My note here
20 v >
Note: A yellow triangle with an exclamation mark, 4 | indicates that the corresponding

message is a note, an alert, that was sent by a Caregiver. Click a message to open it.

From: Test User

Recipient was hospitalized

Close

Read the message and then click Close to return to the message list or click Visit

Details to display the Visit Details screen shown below.
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Visit Detalls

Visit

Status:
Claim Status:

Personal Support Aide:
Member(s)
Completed Tasks

Service

~ HCPCS Description
Code

Home health aide or
certifie

§9122-
Scheduled Start Time:
Actual Start Time
Actual Start Phone Number
Start Verification Type:
Start Location Variance (Miles):
Scheduled Start Address:

Scheduled Start Address Type:

Completed, Late C

Elizabeth Kappes
Betsy Boop

Tasks Description
Clean Kitchen/Wash Dishes
Transportation (General)

Jun 2, 2021, 10:50:00 AM
Jun 2, 2021, 11:15:49 AM
(453) 121-89

NON

2590 Northeast 43rd Street
Fort Lauderdale FL 33308

TXFAM

Baseball Fxcldv NE 4SS

Bay View Park

Visit Status Detail

Claim Invoice ID#:

667fb779-87ce-4259-9143-6743088d3¢c08

(Betsy Boop)

Notes

Other Individuals Laundry Assist with Self-Admin Medication

Scheduled End Time:
Actual End Time:

Actual End Phone Number:
End Verification Type:

End Location Variance (Miles):

Scheduled End Address:

Scheduled End Address Type:

Jun 2, 2021, 11:05:00 AM
Jun 2, 2021, 11:27:44 AM
(453) 121-89

NON

2590 Northeast 43rd Street

Fort Lauderdale FL 33308
TXFAM
Baseball Fneldo SRR
Bay View Park E
NE &40 §
[
Print

The Visit Details form displays scheduling details for all scheduled visits; the form also

displays actual visit data for completed visits.

Related topics:

Accessing Visit Status Detail

Accessing Weekly Visits Detall

e Viewing Claims Information
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Reviewing the My Claims Work Queue Report

You are here: Mobile Caregiver+ Provider Portal User Guide > Monitoring Caregivers

and Visits > Provider Portal: Viewing My Claims Work Queue

This feature is only available for Providers that have Mobile Caregiver+ Claim’s

subscriptions.

The My Claims Work Queue report displays screening and pre-adjudication results for
billable service records in the Work List. Users can configure the system to display a Pie
Chart or a Table of New, Matched, and Unmatched service records in the Work List.
e Hover the cursor over any section of the pie chart to see the actual number of
claims represented by a slice.
e Click the Chart/Table to view the corresponding list of billable service records
in the Work List.

My Claims Work Queue Chart Report

. V|ew View as:  Chart  Table
My Claims Work Queue Tabs 'r

Legend

L4
Unmatche&m\

Matched
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My Claims Work Queue Table Report

Claims View Viewas: Chart = Table
Choose start date * Choose end date * Tabs
Custom v 05/01/2021 o) 05/17/2021 (o] c
Start Date ACCEPTED ADJUSTED DENIED ERROR MATCHED NEWPAID PAID PARTIAL REJECTED RELEASED SUBMITTED VOIDED UNMATCHED
Saturday, May 1, 2021 0 0o o0 0 00 o0 0 0 0 0o 0
Sunday, May 2, 2021 0 0o 0 o0 00 o0 0 0 0 0o 0
Monday, May 3, 2021 0 0o 0 o0 00 0 0 25 0 0o 0
Tuesday, May 4, 2021 0 0o 0 o0 0 5166 0 0 0 0 0 77.00999999999999
Wednesday, May 5, 2021 0 0o 0 o0 00 o0 0 489 0 0 5555
Thursday, May 6, 2021 0 5166 0 244.06 0 289.980 0 249.98 0 0 6386
Friday, May 7, 2021 0 0o 0 o0 00 o0 0 0 0 0o 0
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Reviewing the Released Claims Pending Submission Report

This feature is only available for Providers that have Mobile Caregiver+ Claim

subscriptions.

The Release Claims Pending Submission Report displays the grand-total estimated
payment amount for Matched service records that have been released for claim
submission.

Click on the total estimated payment amount displayed to view the corresponding list of

released claims in the Claim Review screen.

Released Claims Pending Submission Report

Released Claims Pending Submission

$6056.31
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Reviewing the Claims Report

This feature is only available for Providers that have Mobile Caregiver+ Claim’s
subscriptions.

The Claims section of the Dashboard displays status and remittance data for all billable
services that have been released from the Work List. Users can configure the system to
display a Pie Chart or a Table depicting all billable service records that have been
released from the Work List i.e., Released, Submitted, Accepted, Rejected, Paid,
Partially Paid, and Denied claims.

e Use the dropdown list arrow, located in the top left corner of the Claims section,
to select a time range for the report, i.e., Today, This week, Last week, This
month, Last month, or Custom. Users can select Custom, which will allow
Users to configure custom start and end dates for the report; use the dropdown
list to select a date range, and then click the refresh icon at right.

e Hover the cursor over any data point on the report to view a list of visits by

status.

Claims Chart Report

Claims DrOp down list View Viewas: Chart Table
\/ Choose start date * Choose end date * TabS
Custom v 05/01/2021 (o] 05/17/2021 = c
800 Legend
Released: 323.88 . S aed
Submitted: 0 ubmitted
5 600 B Paid: 341.64 ::G
8 Paid Partial: 0 Paid Partial
2 400 Rejected: 0 :Regec[(-d
5 bied
i 200 Adjusted
B Voided
o A W
Sat, May 1st Sun, May 2nd - S. Sun, May 9th - S. Sun, May 16th
Breakdown of visits
bv status
Related topics:
e Accessing Visit Status Detail e Viewing Inbox Alerts
e Accessing Weekly Visits Detail
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Scheduling

You are here: Mobile Caregiver+ Provider Portal User Guide > Scheduling Visits

Click a topic below:

Viewing the Schedule

Scheduler View: Overview

Calendar View: Overview

General Navigation for Scheduler or Calendar View
Adding/Scheduling Visits
Selecting Recipients

Selecting Careqiver

Selecting Services and Tasks

Selecting Visit Locations

Selecting Date and Time

Selecting Visit Recurrence
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Viewing the Schedule Calendar

You are here: Mobile Caregiver+ Provider Portal User Guide > Scheduling > Viewing
the Schedule

The Schedule Calendar displays a calendar chart, which depicts all scheduled visits in
an agency’s Provider Portal. The Schedule menu option allows providers to view

existing scheduled visits, check for availability, and to add new visits to their EVV Portal

by clicking on the Add New Visit command, T, located in the top-right corner of the

screen.

To view the Schedule calendar:
1. From the Main Menu, click the Schedule option.
By default, the system will display a daily calendar depicting scheduled visits for
the current day; Users can choose either a Day planner, a Week planner, or a

Month planner for the calendar.

There are two views for the Schedule: Schedule View and Calendar View. Each is

described in the sections that follow. Navigation is similar for both and is described in

General Navigation for Scheduler or Calendar View.
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Schedule View

You are here: Mobile Caregiver+ Provider Portal User Guide > Scheduling > Viewing
the Schedule > Schedule View:

Users can configure the Schedule to be displayed in Schedule View, which depicts a
bar chart of all scheduled visits in an agency’s Mobile Caregiver+ Provider Portal. Users
can switch to Schedule View by clicking the blue calendar icon in the upper left corner
of the Schedule Calendar screen.

- Metrics/Scheduled
of = Row Label Radio Button Visit Data

g

The Scheduler view chart displays the following:
e Row Label Radio Button: Allows Users to toggle the dimensions of the row
labels between User and Caregiver. If User is selected as the row label, the
system will display the name of scheduled Caregiver in the Name column; if

Recipient is selected the Recipient names will be displayed as the row labels.

e Find: This a search/filter field; Users can search for and select one or more filter
parameter(s) — Use the Find field to filter the Schedule Calendar by one or more
Caregiver(s) or Recipient(s).

e Total Visits: The total number of scheduled visits for the selected calendar

period for each User or Recipient.
o Date: The date range for the selected planner or calendar period.

e Time: The time the visit will start; a colored bar indicates how long the visit is

scheduled for.
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Calendar View

You are here: Mobile Caregiver+ Provider Portal User Guide > Scheduling > Viewing

the Schedule > Calendar View:

Users can configure the Schedule Calendar to be displayed in Calendar View, which
depicts a list chart of all scheduled visits in an agency’s Mobile Caregiver+ Provider
Portal. Users can switch to Calendar View by clicking the green calendar icon in the

upper left corner of the Schedule Calendar screen.

Metrics/Scheduled ‘
Visit Data

Recipient

[ Te————

”» ®
» 2 2 » u % %
©9 15 Abvaham Lineon ©5asruae sass u . - © 5350 Ate Busberster ©2 30 Bes e
D e u . [ rra—
© 2209 Aseanams Lincom v . PEEtI——
© 135 Ana Barboeiec ® 20 L D R P

The Calendar View chart displays a list report of all scheduled visits for Users and

Recipients within the selected calendar period. The Calendar view chart displays:
e The User/Recipient name and the start time is displayed for each scheduled visit

that appears in the list.
e The days are displayed as column headers for the list.

You can use the Next and Previous buttons at the top of the page to change the time

period. See General Navigation for Scheduler or Calendar View.
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General Navigation for Scheduler or Calendar View

You are here: Mobile Caregiver+ Provider Portal User Guide > Scheduling > Viewing

the Schedule > General Navigation

Users can use the icons located in the header to configure the dimensions of the

Schedule Calendar.

Icon Description

Reset the calendar to the default view, displaying scheduled
o visits for the current day.
Today
— Configures the Schedule Calendar to display a daily planner,
[ ]
— displaying scheduled visits for one day.
Day
Configures the Schedule Calendar to display a weekly planner,
n displaying scheduled visits for one week.
Week
Configures the Schedule Calendar to display Monthly planner,
- displaying scheduled visits for one month.
Month
> Allows Users to scroll to the next months, weeks, or days,
Nt depending on the selected planner.
Next
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Icon Description

. Allows Users to scroll to the previous months, weeks or days
depending on the selected planner.
Previous
= Reloads or refreshes the page with the most recent schedule

data.

Allows Users to schedule and add new visits to the agency’s

o I Mobile Caregiver+ Provider Portal.

Users can add a visit directly from the Schedule page by clicking the “add visit” icon, T

in the upper right corner of the screen.

Related Topic
e Adding/Scheduling Visits
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Adding/Scheduling Visits

You are here: Mobile Caregiver+ Provider Portal User Guide > Scheduling >
Adding/Scheduling Visits

From the Schedule Calendar, Users can add or schedule a visit using the Add New

Visit command, *. The system will display the Add New Visit form; the Add New Visit
form is composed of 6 sections. Users can use the Add New Visit form to schedule
single (one-time) or recurring Visits.

To schedule new visits:

1. From the Main Menu click the Schedule or the Visits menu option.

2. Click the “Add New Visit” icon, T, (the plus sign), located in the top-right corner

of the screen.

3. From the Add New Visit form, follow the directions below, Adding/Scheduling

Visits, to configure the visit options for each section.
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Completing the Add New Visit Form

You are here: Mobile Careqgiver+ Provider Portal User Guide > Scheduling
>Adding/Scheduling a Visit > Adding/Scheduling Visits

Note: Please be sure adhere to the Payer’s policies and procedures when scheduling

visits.

Section 1 - Select Recipient(s) Options

= {7 Mobile Caregiver+

83 Dashboard

) schedule

= Work List
© Claim Review
(5 Prior Authorizations
-~ Reports
- Users
2 Recipients

B Provider

8 [

Settings

®

Logout

Privacy Policy

TEnglish  UAT NetsmartDemo v Bl Provider v O Dale Carr v

Visits > Add new visit

Moot Fiaphot Click the Actions icon, the 3 dots, to:
Select Reciplent Veteris Recipient ( Medicaid 1D-VR123456789, Date of Birth7/04/1959) o Vit AU eI oS
oct Paye o Edit Diagnosis Code(s).
@ et o Select Plan/Program
ect Adtonal Recipient e Select a Different Referring PHY.
@ Abel Linc ( Medicaid ID:3515112180, Date of Birth:2/19/1890) @

= -4,

Veter's Reciprent VR123456789 m e FMSP / AKCM :
o pe——
Abel Line 8515112180 m m 9‘,’_’:;‘,‘}';’;?;’""
2323232 >
/' Edit Diognosis Codes
Select Caregiver » | Select Caregiver * /'  Plan/Program

IO  select Different Referring Physi
Select Service

Copyright ® 2021 Netsmart Technologies, Inc. Al rights reserved Terms of Use

4. From Section one, make the following entries and selections:

Select Payer: This field is automatically populated with the default Payer

that has been configured for the selected Recipient. For Recipient that are

enrolled with multiple Payers Plans/Programs, click in the Select Payer

field to select a different Payer Plan/Program.

Select Additional Recipients: Click in the Select Additional Recipients

field and use the dropdown list to select additional Recipient to be

scheduled to receive service(s).

Note: The system will automatically fill in the Diagnosis Code(s) and/or

Referring Physician listed in the Recipient’s Mobile Caregiver+ profile.
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The system will retain the billing sequence of Recipients’ Diagnosis Codes
as displayed in the Recipient’s Mobile Caregiver+ profile; the Diagnosis
Codes will be populated into rendered service records in the same order

as they appear in the Recipient’s Mobile Caregiver+ profile

Not all agencies are authorized to provide services to groups; this option is
determined by the Payer and Program the Recipient is enrolled with.
Click the Action icon, i, located to the right of the Diagnosis Code to

select one of the following options:

e Authorizations: Displays a list of all authorization that are currently

loaded in the Mobile Caregiver+ System for the selected Recipient.

Check authorizations ‘

Eric Reedy80 $5125 4/18/20 5/31/20 654321

Eric Reedy80 $5125 5/1/20 7/31/20 ABC123456

e Edit Diagnosis Codes: Allows Users to add/update the Diagnosis Codes

for the selected Recipient.

Edit Diagnosis Codes for Aaron Smith

R69 0 R54 @ A009 ©

Cholera due to Vibrio cholerae 01, biovar cholerae (A000)
Cholera due to Vibrio cholerae 01, biovar eltor (A001)
Cholera, unspecified (A009)

Typhoid fever, unspecified (A0100)

Typhoid fever with heart involvement (A0102)

Note: It is dependent on the Payer and Program, whether Providers are
able edit Recipients’ Diagnosis Codes. All edits made to a Recipient’s
Diagnosis Code will be permanently saved to the Recipient’s EVV file,

even if the User does not complete scheduling the visit.
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***The system will retain the billing sequence of Recipients’ Diagnosis
Codes as displayed in the Recipient’'s Mobile Caregiver+ profile; the
Diagnosis Codes will be populated into rendered service records in the

same order as they appear in the Recipient’s Mobile Caregiver+ profile,

Diagnosis Code

REO @ RS4 @ ADO @ kkk

e Select a Plan/Program: For Recipients that are enrolled in multiple
Plans/Programs with a single payer, Users can click on the shortcut
labeled Plan/Program, then click in the Select Plan/Program field to view
and select a different Plan/Program that the Recipient is enrolled in with

the selected payer.

Plan/Program Veteris Recipient
FMSP | AKCM

onc

e Select a Different Referring Physician: Allows Users to change default
Referring Physicians.

Add Referring Physician for lony lope ‘

Charle Darwin (NPI:3337777777) @

m CANCEL

Charle Darwin (NP1:3337777777) ‘

Note: It is dependent on the Payer and Program, whether a Recipient

requires a Referring Physician for a service.

Section 2 - Select Caregiver

Select Caregiver
PRODTESTGEORGIE PRODTESTPINK |

Madison Durand

Select Services Gregoria Pinkley
robert moser

peter simmon
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5. From Section 2, click in the Select Caregiver field and use the dropdown list to
select the caregiver who will perform the visit to complete the assigned service(s)
and task(s).

Section 3 - Select Services

6. The system will display a list of all billable service codes for the Payer.
Depending on the Payer and program, some providers may be allowed to
schedule multiple services in a single visit. Payers can also set prerequisite

license/certification requirements for services.

Service
[[] 59122 (Home health aide or certifie)

shopping/Shopping List
Laundry Modifiers
Other

[ 1019 (Personal care ser per, Smm)]
P Hhoed propast " Click to Add
] e
TF,==u-

[ T1021 (Hh aide or cn aide per visit) uc,-.-.-

[] T2025 (Walver service, nos)

7. Select the service(s) that are being assigned by placing a checkmark in the
checkbox(es) next to the respective service code(s). The system will
automatically select all Tasks by placing checkmarks in the checkboxes for all

listed Tasks.

i. Deselect any Task(s) that are not being assigned by clearing the

checkmarks for the respective Tasks.

ii.  Click in the Modifiers field to select any modifiers that are listed in the Prior

Authorization.

Section 4 - Select Visit Locations
The 21st Century Cures Act stipulates that EVV visit data must include the location
where the Caregiver will start rendering billable services, and the location where billable

services end; by default, the Mobile Caregiver+ System will automatically load the
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4 2590 NORTHEAST 43RD STREET FORT LAUDERDALE FL 33308

9’ Mobile Caregiver+

Recipient’s designated primary address as the Start Address and End Address for
billable services. Users can add new addresses to the Recipient’s EVV record and/or

select a stored address to be used as the Start Address and/or End Address for billable

services.

Address Type
Family Home

Macy's Furniture
Gallery

Start Address

Click to Add a New
Address to the

Recipient’'s EVV record.

9

Gotgle

Select End Address *

Boy View Park

Map data 02021 Terms of Use  Report 3 map emor

2590 NORTHEAST 43RD STREET FORT LAUDERDALE FL 33308

Add Address

End Address i Address Typ

Family Home

Macy's Furniture
Gallery

Click to Add a New
Address to the
Recipient’s EVV record.

8. Select Start Address and Select End Address: Both fields are automatically

populated with the Recipient’s primary address; if this is the correct address

indicating where the visit will start and end, no further actions are required. Users
can replace either the Start Address, End Address, or both.

i. To add a new address for the Recipient, click on the Add Address

command, ez=a.

Use the Find Address field to search for
and select a verified address for the

Add New Address

Address Line 2:

[ Zip:

Address Type:

52

Required Field

WO T e oruse Meport s map rer
Address Line 2
33441
Address Type Address Type
Home/Residence
ter County

Primary Phone:

Secondary Phone:

Primary:

Set Address As

(555) 6566789 IVR Phone Number

Secondary Phone IVR Phone Number
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ii.  Find Address: Start typing the new address in the Find Address field - the
system will display a list of verified addresses that match the data being

entered.

iii.  From the list, select the correct address to be added to the Recipient’s
EVV record.

iv. Address Type: Click in the Address Type field to select the type

(descriptive designation) for the service address.

Address Type ‘

v. Primary Phone: Enter the Recipient’s phone number.

vi. Set Address as Primary: Place in checkmark in the checkbox to

designate the new address as the Recipient’s Primary Address.

Section 5 - Select Date and Time

Select Date And Time ~ _ 09/20/2019 L] 11:25 AM ®

9. In Section 5, configure the following parameters:

i. Choose Start Date: Manually type-in or click on the calendar icon, &, to

enter the date the visit will start.

ii. Choose Start Time: Click on the clock icon, ®, to enter the start time for

the visit. The time is limited to five (5)-minute increments.

Note: To calculate the end date and time for the visit, Users will enter the
total amount of time the Caregiver will need to complete all assigned

service(s) or tasks
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iii.  Duration hours: Enter the total number of hours in the time needed to
complete all assigned service(s). For example, if the total time needed to
complete all assigned services is 7 hours and 30 minutes, the User will

enter “7” in the Duration hours field.

iv.  Duration minutes: Enter the total number of minutes in the in the time
need to complete all assigned service(s). For example, if the total time the
need to complete all assigned services is 7 hours and 30 minutes, the

User will enter “30” in the Duration minutes field.

Section 6 - Select Visit Recurrence

Select Visit Recurrence R B Repeat?
6

10.In section 6, configure the recurring and expiration settings for the visit: To
schedule a visit as a recurring/repeating visit, the visit data being entered in
sections 1 through 5 of the Add New Visit form must be identical, such as:

e Recurring visits must start and end at the same location.

e Recurring visits must start and end at the same time.

e Recurring visits must be for the same Caregiver and Recipient(s).
e Recurring visits must be for the same services.

e Recurring visits must include the same Tasks.

i. Is Repeat?: Activate the recurrence/repeat option by clicking on the “IS
Repeat?”, “®  switch. The IS Repeat? switch will slide to the right and

changes from white to blue when activated.
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ii. Repeat: Use Repeat field to configure/set the recurring visit

pattern/frequency.

Every Monday, Wednesday and Frid...
Every Tuesday and Thursday
Every Weekday (Monday to Friday)

Monthly ‘

e Daily — Select the Daily option to schedule a recurring visit for each day of

User Name Total Visits 1W 2T 3F 4% 58 6M 7T 8W 9T 10F 118 128 13M 14T 15W 16T 17F 188 198 20M 21T 22W 23T 24F 2568 26

e Every Monday, Wednesday, and Friday — Select the Monday,
Wednesday, and Friday option to schedule three (3) visits per week, on

the respective days.

User Name Total Visits 1W 27 3F 4s 58 BM TT BW 9T 10F 118 128 13IM 14T 15W 16T 17F 188 198 20M 21T 22W 23T 24F 258 26
canpate 5 5. o om

e Every Tuesday and Thursday — Select the preconfigured Tuesday and
Thursday option to schedule two (2) visits per week, on the respective

User Name Total Visits 1W 2T 3F 48 §% 6M 7T B8W 9T 10F 115 128 13IM 14T 16W 16T 17F 188 198 20M 21T 22W 237 24F 268
carrDai ‘ o oz o o= e

e Every Weekday (Monday to Friday) — Select the preconfigured Every
Weekday option to schedule weekly recurring visits for the workdays,

Mondays through Fridays on a weekly basis.

User Name Total Visits 1W 2T 3F 48 58 &M 7T BW 9T 10F 115 125 13M 14T 15W 16T 17F 185 185 20M 21T 22W 23T 24F 255 26
J— » e Buc B B 8 e 0 Buc o B B B 30 o] 82 ] [ B b ] 8 Boc 80 o 82 0] S Bu 8 Buc B BB o B Buc

e Monthly — Select the Monthly option when scheduling monthly recurring

User Name Total Visits 1W 2T 3F 48 68 6M 7T 8W 8T 10F 118 128 13M 14T 15W 16T 17F 188 188 20M 21T 22W 23T 24F 258
Car Dale 1
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e Weekly — Select the Weekly option to configure custom weekly recurring

ety - visits. The system will display a customizable chart, this
éidd:vy allows Users to randomly select and configure custom
é}hd:{;y combinations of days for scheduling weekly recurring
B Sy visits. The Weekly recurring visit option offers the

Choose at least one
day of week!

greatest flexibility for scheduling recurring visits.

e Yearly — Select the Yearly option when scheduling yearly recurring visits.

e Repeat Every: The Repeat Every option is a “skip option,” which allows

Users to configure the system to skip one or more of the time intervals

selected for the Repeat option — Users can select a numeric value to

configure the recurring visits to skip one (1) or more day(s), week(s),

month(s), or year(s) based on the selected Repeat option. Please refer to

the table below for additional information:

Thursday

Daily 1 Every day.

Daily 2 Every other day (Every second day).
Daily 3 Every third day.

Every Monday, . Mondays, Wednesdays, and Fridays
Wednesday, Friday each week.

Every Monday, 5 Mondays, Wednesdays, and Fridays of
Wednesday, Friday every other week.

Every Monday, 3 Mondays, Wednesdays, and Fridays of
Wednesday, Friday every 3rd week.

Every Tuesday and 1

Thursday Tuesdays and Thursdays each week.
Every Tuesday and 2 Tuesdays and Thursdays of every other

week.
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Every Tuesday and 3 Tuesdays and Thursdays of every third

Thursday week.

Monthly 1 Every Month.

Monthly 2 Every other month (Every Second
month).

Monthly 3 Every third month (Quarterly).

Yearly 1 Every year.

Yearly 2 Every other year.

Yearly 3 Every third year.

Configure the recurring visit’s expiration option. The User can select one of

two expiration options for the recurring visit:

Occurrences: Click on the Occurrences switch to activate the expiration
option; the Occurrence option allows Users to enter the total number of

recurring visits (occurrences) to add to the EVV System.

Enter Occurrence: Enter the numeric value for the total number of

recurring visits to add to the EVV System in the Enter Occurrence field.

Enter occurrences

@ Occurrences 1

Or
On Date: Click on the On Date switch to activate the expiration option; the
On Date option allows Users to schedule recurring visits up to a set date.
Recurring visit can be scheduled up to 1 year (52 weeks) from the Start

Date entered in section 5.

Choose end Date: Either manually type or click on the calendar icon and

enter the end date.

Choose end date
I» On Date 12/08/2021
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Note: Users can either choose the Occurrences or On Date expiration
option; Users cannot choose both.

11.Click the blue Save, E, command, located at the bottom of the Add New Visit
form to save the scheduled visit.

The system will use the designated Payer’s business rule to screen the
scheduling entries to ensure that the visit adheres to the Payer’s policies and
procedures. The system will return one of three outcomes:
e No Error: The visit being scheduled has no reported error; the system
will automatically save the visit.
e Critical Error: A Critical Error indicates that the visit being scheduled
has at least one major fault and cannot be saved — Users will only be
given the option to MAKE CORRECTIONS for the displayed

error(s)/fault(s).

Errors visit save

Would you like to save visit?

This visit has failed the following business rule validations. You must address any errors before saving the
visit. If there are any wamings then you can still schedule this visit but the claim may later either fail to
match or may be rejected by the payer.

Reported Critical Error

D Message Type

This visit is a duplicate, with the same recipient ) g provider), o

001 HCPCS Code & Modfiers, Start Time, & End Time as another visit Please make corrections before saving.

MAKE CORRECTIONS | SAVE VISIT WITHOUT CORRECTIONS

Note: Users must click the MAKE CORRECTION command and fix

reported critical error before a visit can be saved.

e Warning Error: A Warning Error indicates that the visit being
scheduled has at least one fault, but User can select SAVE VISIT
WITHOUT CORRECTIONS — Users will only be given the option to
SAVE VISIT WITHOUT CORRECTIONS for the displayed
error(s)/fault(s).
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Errors visit save

Would you like to save visit?

This visit has failed the following business rule valid
the visit. If there are any warnings then you can still schedule this visit but the claim may later either fail

You must

9’ Mobile Caregiver+

Ad

any errors before saving

to match or may be rejected by the payer.

0

615

800

800

860

R70

Message

Reported Warning Errors

Payer FLT1 allows maximum only 10 hours per day for caregivers

No prior authorization selected for S5150 for recipient Buck Rogers

No prior authorization selected for $9122 for recipient Buck Rogers

Recipient Buck Rogers is not auto-loaded by Payer

Recinient Ruck Roners has no Referrina Phvsician

MAKE CORRECTIONS

SAVE VISIT WITHOUT CORRECTIONS

Note: Users have the option to choose to click the MAKE CORRECTION

command and fix reported warning error before saving the visit or click the SAVE
VISIT WITHOUT CORRECTIONS command to save the visit and make

corrections later.

Visits that have no reported errors/faults will automatically be added to the

Provider’'s EVV Portal — no further actions are required from the user.

Related Topic

Viewing the Schedule
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Managing Scheduled Visits

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Visits

The Visits List displays a list chart, which depicts all scheduled visits in a Provider's
Mobile Caregiver+ Provider Portal. The Visits menu option allows providers to search
for, view and manage scheduled visits. Providers can add new visits to their EVV

Portals by clicking on the Add New Visit command, T, located in the top-right corner
of the screen. (See Adding/Scheduling Visits for more information).

Click a topic below:
Accessing the Visits List

Viewing Visits

Changing the Number of Visits Displayed Per Page

Searching for a Specific Visit

Viewing Visit Details

Completing a Visit

Canceling a Missed or Late Visit

Updating a Visit

Printing Visit Detail

Deleting a Visit
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Accessing the Visits List

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Visits >

Accessing the Visits List

To access Visits list:
1. From the Main Menu, click Visits.

The system will display a list chart depicting all scheduled visits for the active

agency.
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Changing the Number of Visits Displayed Per Page
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You are here: Mobile Caregiver+ Provider Portal User Guide > Managing the Visits List

> Changing the Number of visits Displayed Per Page

By default, the Visits list will display 20 records at-a-time on the screen; to change the

number of visits or records that are displayed on each page:
1.
2.

Scroll to the bottom of the Visits list.

Click the Items per page dropdown list arrow and select the number of records

to be displayed per screen.
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If there are multiple pages. Use the navigation arrows (icons) to scroll through

the pages.
Description
Used to set the number of records (visits) to display
on the page (screen) — Users may have to scroll
femsperpage 20 - down to see all visit.
1-200f 854 Navigate to the first page of visits.
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Icon Description

1-200f854 Navigates back to the previous page of visits.

Navigates forward to the next page of visits
1-20of 854 >

Navigates to the last page of visits.

1-200f854 >
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Managing the Visits List

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Visits >

Filtering the Visits List.

To filter the Visits List:

1. From the Main Menu, click Visits.

Filter Parameters

[CTTTE=—
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Chtmond

Bl B v,
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Users can filter the Visits list by using the fields located in the header — Users
can filter the Visits list by entering/selecting one or more search parameters in

one or more of the following fields:

Field Name  Filter Description

Payer Display a list of all payers that are configured for the active
agency. Users can select a payer to filter the Visits list to
only display visits that are scheduled for Recipients insured
by the selected payer. Users must select a payer to use the

Search Visit to Claim Reconciliation function.

Recipient The Recipient field has a list of all active Recipients that are

enrolled with the active agency. Users can filter the Visits
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Field Name  Filter Description

list by selecting one or more Recipients — The system will

only display visits for the selected Recipient(s).

User The User field will display a list of all Users that are linked
to the active agency. Users can select a User (Caregiver) to
filter the Visits list to only display only visits that are

scheduled for the selected User.

Visit ID The Visit ID field allows Users to search for a specific visit.
Users can enter a Visit ID to filter the Visit list to display a

specific visit.

Visit Status The Visit Status field displays a list of visit statuses for
scheduled visits i.e., IN PROGRESS, UNALBLE TO
COMPLETE, MISSED, NOT STARTED, NOT STARTED,
LATE, IN PROGRESS, LATE, COMPLETED and
COMPLETED, LATE. Users can select a Visit Status to
filter the Visits list to only display visits whose statuses

match the selected status.

Visits to Claim | The Visit to Claim Status field displays one of two

Status processing statuses for completed visits i.e., SUCCESS or
ERROR. Users can select one of the two Visit to Claim
Statuses to filter the Visits list to only display visits that

match the selected status.

Start Date Users can filter the Visits List to only display visits that are
scheduled for a specific date rate — Users must enter the
Start Date in combination with an End Date to filter the

Visits list by the specified date range.

End Date Users can filter the Visits List to only display visits that are

scheduled for a specific date rate — Users must enter the
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Field Name  Filter Description

End Date in combination with a Start Date to filter the Visits

list by the specified range.

Search Visits Users must click the blue Search Visits command to see
the list of visits that match the search parameters — Users
must click the blue Search Visit command to update the list

after making any changes to the search parameters.

Search Visit to | The Search Visit to Claim Reconciliation function is a tool
Claims which can be used to view current claim status information
Reconciliation | for completed visits — The Visit to Claims Reconciliation can
be used to view the status of billable services in the Work
List and in Claims Review. Users must select a Payer to

use the Visit to Claims Reconciliation function.

2. Click the blue Search Visits command after selecting all filter parameters.

Related topics:

e Adding/Scheduling Visits ¢ Managing Scheduled Visits
¢ Viewing Visit Details e Printing Visit Details
o Completing a Visit e Deleting Not Started Visit

e Canceling a Missed or Late Visit
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Viewing Visit Status Details

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Visits >

Viewing Visit Details

The Visit Status Detail screen displays scheduling, status, and reported EVV visit data
for scheduled visits. Users can use the Visit Status Details screen to view the following:
e Details, i.e., Recipient, Caregiver, Scheduled Start/End Time, Services, etc. for

scheduled visits.

e Status information, i.e., Completed, Unable To Complete, In Progress, etc. for

scheduled visits.

e Actual reported data for visits that are currently happening or visit that have been

completed.

There two ways to access Visit Status Detail screen:

1. From the Main Menu, click Visits.

Visits +
Payer Select Payer Recipient Select Recipient User Select User
‘ Visi Visit to
VisitID  Enter Visit ID isit Select Visit Status - Claim Visit to Claim Status -
Status
Status
Start From & DatekEnd To 8
Date
Search Visit to Claim Reconciliation * Actions
D Row Visit ID User / Caregiver Recipients Procedure Codes Scheduled Visit Start Scheduled Visit End Actual Visit St Actions
T1019
s 1431510391 Dale Carr Buck Rogers 8/31/21, 4.00 AM 8/31/21,7:00 AM
§9122TT View Delails

Complete

2. Locate and click on the Actions icon, &, for the visit.

3. From the shortcut submenu, click View Details The system will display the Visit

Status Detail screen for the respective visit.

Or

1. From the Main Menu, click Schedule.
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Schedule +
B e < Jul2021 B = m|m C
8 User Find *
Recipient
.
User Name Total Visits 1T 2F 38 48 6T 7TW 8T 9F 108 11S 12M 13T 14W 15T 16F 1
o = @

2. Locate and click on the bar chart icon, EX®, that represents the visit.

The system will display the Visit Status Detail screen for the respective visit.

Visit

Status Missed

Claim Status

Caregiver Sefika Mulalic
Select Recipient(s): Alia Burkember

Completed Tasks:

S$5130- Homemaker service nos per 15m

Scheduled Visit Start
Actual Visit Start
Actual Start Phone Number:

Jun 24, 2021, 2:00:00 PM

Start Verification Type
Start Location Variance (Miles)

Scheduled Start Address 3343 South Norwood
Avenue Independence MO

64052
Scheduled Start Address Type

nree irans
Elementary School

Summit Financial
Services P

address amer (,n

Visit Status Detail
Claim Invoice ID#
Notes

Range of motion (ROM) Dressing Lower

Scheduled Visit End

Actual Visit End

Actual End Phone Number
End Verification Type:

End Location Variance (Miles)
Scheduled End Address

Scheduled End Address Type:

nree 1rans
Elementary School

address americ m >
Services a

nutritional cooking

Jun 24, 2021, 3:00:00 PM

3343 South Norwood
Avenue Independence MO
64052

A4

Summit Financial

Cancel

Complete

Print

The system will display the available User options in the lower right corner of the

Visit Status Detail screen. Depending on the Status of the visit, Users will have
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one or more of the following options (please review the Visit Status Report for

descriptions of Mobile Caregiver+ visit statuses):

Status User Options

In Progress User will can manually complete visits that have an In

Progress status.

Unable To Users will not be able to modify any visits that have an
Complete Unable To Complete status.
Missed Users will have access to Cancel visit or Complete visit

options for any visits that have a Missed status.

Not Started Users will only have access to the Edit Visit or Delete visit

options for any visits that have a Not Started status.

Not Started, Late Users have the option to, Edit, Cancel or Complete any visit

that has a Not Started, Late status.

In Progress, Late Users will only be given the Complete visit option for any
visits that have an In Progress, Late status.

Completed Users will not be able to modify any visits that have a

Completed status.

Completed, Late Users will not be able to modify any visits that have a

Completed Late status.

Note: The system will display the View Printable Visit option for all visits in the

Visit Status Detail screen, regardless of the visit status.

All Visits that have a “Completed” or “Completed, Late,” status will display a
“Reload” icon, €, that Users can click to reprocess billable services that were
completed in the visit. Users can use the reload command to reprocess visits that
have an Error reported for their Visit to Claims Status. Billable services must be
successfully processed to generate a Claim Invoice ID# for each billable service,
which will then be transferred to the Work List. The Visit to Claims Status field will
display Success for billable services that are successfully processed and

transferred to the Work List.
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Visit Reload Icon %
-
Status Completed, L Viek Statwe
Deta
Caregiver Test User Notes
Recipients Pele Punt
Claims: ( 1 tem(s
m Staeu mvoice D # Recipient
Completed Tasks: ( 1 item(s) )
HCPCS %
A HCPCS Descrigton Tasks Desaripton
Code/Mods
90122- Home health aide or o Can S e = —
centifie Medical Appoi =
Addresses:
Scheduled Visit Start May 31,2022, 9:15:00 AM Scheduled Visit End May 31, 2022, 11:15:00 AM
Actual Visit Start May 31,2022, 9:14:34 AM Actual Visit End. May 31, 2022, 11:44:06 AM
Actual Start Phone Number Actual End Phone Number:
Start Verification Type GPS End Verification Type GPS
Start Location Variance (Miles): 5.1 End Location Variance (Miles): 5.1
Scheduled Start Address: 7773 Oktoc Road Starkville Scheduled End Address 7773 Oktoc Road Starkville
MS 39759 MS 39759
Scheduled Start Address Type: - Scheduled End Address Type:
foge ™ Y Ci
o Stadkite § Sy G = v.TK.';"
£, Staricy Q N ' ', Mississippi
State
- Starkville
George M S
Bryan Awport 13 w
Print

Related topics:

Adding/Scheduling Visits o

Viewing Visit Details o

Manually Completing a Visit °

Canceling a Missed or Late Visit
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Note: The Claim Review, Work List and Prior Authorizations menu option are
used for claim processing and are discussed in the Mobile Caregiver+ Claims

Console User Guide, which is available from the Training menu option.

Managing Scheduled Visits

Printing Visit Details

Deleting Not Started Visit
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Manually Completing a Visit

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Visits >

Manually Completing a Visit

If a Caregiver completes a scheduled visit without using the Netsmart Mobile
Caregiver+ app, the visit will be labeled as a Missed visit. Provider Admins can
manually complete Missed visits using the Mobile Caregiver+ Provider Portal.
Provider Admins can manually complete scheduled visits with the following statuses:
Missed; In Progress; In Progress, Late; and Not Started, Late.

To manually complete a visit using the Provider Portal:

1. From the Main Menu, Click Visits.

) Prior Authorizations
A Repors
e S
e s 1an a1 VT, Y0 AM 1922731, 1008 oot sasrtes aca
2 mecipents Chtmond
Vien

2040824730 [ N e o1se STV SWAM 422211008
B Povde Chwosd

: 4075500 444 st Lot g 00156 B2 RECAM T V00
] re—
%) Traing e
X 08 s et : )
P ¢ vy wawn P o015 A2 AM T, 1008
Abrstam Linsoln, s
TS seaikdaic w0 amamm I Mot Started

Mot Started
Cancel

EEE ¢

Mot Started
Complets

s Mes8ISTIZ  Sefkabhdaic Al Burkember s AL T, 300 P oot saarted

3 FE R EEG

IUTNOTIA  GefksMulsic  Alla Burkemier Y 430212000 W21, 300PU Mot Started
e M abrabam
5 3OTMINS  CeswMesisko  Lincoln, Ak 0 SN2 2300M @V, 0P Mot Started A
e

Find the visit you want too manually complete.
Click on the Actions icon, i, of the visit.
From the shortcut submenu, click Complete.

Scroll down to the center of the Complete Visit form, just below the map.

o g kA 0D

Configure the values for the following fields:

i.  Enter your note: Provider Admins are required to enter a mandatory note.

The note should include any relevant information related to the visit.
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Choose Start/ Date: The system will display the date that the visit was
scheduled to occur. If the visit was not started on the scheduled date,

enter the actual date the visit started/ended.

Choose Start/End Time: The system will display the time that the visit
was scheduled to occur. If the visit was not started at the scheduled time,
enter the actual time the visit started/ended.

Choose Start/End Date: The system will display the date that the visit
was scheduled to occur as the default start and end date for the service. If
the service was not started on the scheduled date, enter the actual date
the service started/ended.

Choose Start/End Time: The system will display the time that the visit
was scheduled to occur as the default start and end times for the service.
If the service was not started at the scheduled time, enter the actual time
the service actually started/ended.

Note: The Choose Start/End Times configured for the service(s) will be
used to calculate the number of billable units:

Configure Assigned Tasks: For each assigned Task, use the respective
radio buttons to indicate whether the task was Completed, Not

Completed, or if the Client Refused.

o Configure Start/End Date and Time for the
visit.

Pucsoral cars wer per 1m0 (11019 (LA Loy (OTER) Ot is o

Configure Start/End Date and Time for the
6 sewe oo " service(s).

Compietes Mot Completed Clent Refused
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7. Click the blue Save command to save the data and to exit the Complete visit
form.

Or, click Cancel to discard all entries and to exit the Complete visit form.

Related topics:

Adding/Scheduling Visits e Updating a Visit
Searching for and Viewing Visits e Printing Visit Detail
Viewing Visit Details e Deleting a Visit

Canceling a Missed or Late Visit
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Canceling Missed and Not Started, Late Visits

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Visits >

Canceling Missed and Not Started, Late Visits

Users can cancel visits with Missed or Not Started, Late statuses. Users will be given
the option to Delete future visits with Not Started statuses. Users will have the option to

delete the visit rather than cancel it.

To cancel a visit:

1. From the Main Menu, click Visits.

) aswessd boat To

TSN Sefs ek

B MMINS  CeswMoateso  Lincoln Ak =10 AL PIOMM AT, S0P et Sarteg ™

2. Find the visit you want to cancel and click the Action icon, .

3. From the shortcut submenu, click Cancel.

o Cancel visit

Are you sure that you want to cancel this visit?

Cancel visit Close

4. From the Cancel visit confirmation dialog box, click Cancel visit.
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Caregiver are required to select a Reason/Action Code for canceled visits.
Depending on the Reason/Action Code selected, Caregivers may be required to

enter a note providing to provide additional details for canceling the visit.

Rescheduled Different Day

®

ﬂ Forcel

5. Click in the Missed Visit Reason field and select a Reason Code for canceling

the visit.

Depending on the selected Reason Code, you may be required to enter a note to

provide additional information for canceling the visit.

Click in the Missed Visit Reason Note field to enter a note providing additional

details.

6. Click in the Missed Visit Action Taken field and select an Action Code for

canceling the visit.

Depending on the selected Action Code, you may be required to enter a note to
provide additional information for canceling the visit.

7. Click in the Missed Visit Action Taken Note field to enter a note providing additional
details.

8. Click Save.

Note: If the visit is a recurring visit, the system will display the Cancel recurring
visit dialog box. Users will have the option to cancel the selected visit (ONLY
THIS VISIT), or to cancel the selected visit all other upcoming visits in the series
(THIS VISIT AND REOCCURRING AFTER).
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Cancel recurring visit

Would you like to change only this visit or this and all the following visits in the series?

ONLY THIS VISIT THIS VISIT AND REOCCURRING AFTER

After the selecting the recurring visit cancel option, the system will display the

Cancel visit confirmation dialog box (Review steps 5 through 8 for instructions).

Deleted and Canceled visits will be displayed in the EVV system with a status of

“Unable to Complete.”

Related topics:

Adding/Schduling Visits e Updating a Visit
Searching for and Viewing Visits e Printing Visit Detail
Viewing Visit Details e Deleting a Visit

Completing a Visit
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Editing/Rescheduling Visits

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Visits >

Editing/Rescheduling Visits

Provider can edit scheduled visits to modify one or more of the following:

Recipient data, i.e., Diagnosis Code and/or Referring Physician.
Change the assigned Caregiver.

Modify assigned Services, Tasks, and Modifiers.

The scheduled Start/End Address(es).

The scheduled Start Date and/or Start Time.

Recurring visit settings and expiration.

Users can edit scheduled visits that have a Not Started or Not Started Late status.

To edit scheduled visits, users can access the Visit Detail and click the Edit option or:

1. From the Main Menu, click Visits.

10t Dat
R 3 At

(— O
P = - . -
—
) s
:. 2 o o :
PR—— -
- -

View Details

Edit

Delete

E E E
s;;ﬁi%

. Complete

2. Search for the Not Started visit and click the Action icon,:.

3. From the shortcut submenu, click Edit to view the Edit visit form.
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s Burharrber { Dute of St 279/ 1006) @

Note: The Edit Visit form is identical to the Add new Visit form — The Edit Visit
form allows Provider Admins to make corrections and update scheduled visits by
editing/rescheduling data entries that were made in all six (6) sections of the Add

New Visit form. Please refer to the instructions for Adding/Scheduling Visits for

detailed information on how to edit/reschedule existing visits.

All changes can be applied to a single visit, the selected visit, or to the selected

visit and all scheduled recurring visits that follow.

Section 1 — Select Recipient(s)

Users can edit the following entries:

e Select or remove additional Recipients.
e Edit/update the Recipient’s Diagnosis Code.
e Select a different Referring Physician.

Section 2 — Select Careqgiver

e Used to switch the scheduled Caregiver.

SECTION 3 — SELECT SERVICES

Users can edit the following entries:

e Edit/update the assigned services and Tasks.

e Edit/update Service Modifiers.
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Section 4 — Select Visit Locations

Users can edit the following entries:
e Edit/update the scheduled Start and End Address(es).

e Add additional addresses and change Primary Address.

Section 5 — Select Date and Time

Users can edit the following entries:
e Edit/update the scheduled Start Date and/or the scheduled End Time.

e Edit the visit duration.

Section 6 — Select Visit Recurrence

Users can edit the following entries:

e Edit/update the Repeat pattern.

e Edit/update the Repeat Every, skip, interval.

e Change the expiration option.

e Edit the expiration date. Users can extend the expiration date by
activating the On Date switch and entering a later date that is within 1
year of the Start Date. The system will automatically reset the Start
Date to the current date, thereby allowing Users to extend the date by

one year from the current date.

4. Users should review all scheduling entries and then click the blue Save

command to add the visit(s) to the Provider's EVV Portal.
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Edit recurring visit

Would you like to change only this visit or this and all the following visits in the series?

CANCEL ONLY THIS VISIT THIS VISIT AND REOCCURRING AFTER

If this is a recurring visit, the system will display the Edit recurring visit dialog box
before screening the visit using the Payer’s rule engine. User can select one of

two options to apply changes to recurring visits.

I. If the changes made are only being applied to the selected visit, then
click the blue ONLY THIS VISIT command.
Or

I.  Click the THIS VISIT AND RECURRING AFTER command to cancel the
selected visit and all recurring visits after it.
5. Click the ONLY THIS VISIT command to only apply the changes to the selected
visit, or click the THIS VISIT AND RECURRING AFTER command to apply the

changes to the selected visit and all future recurring visits

The system will then use the designated Payer’s business rule to screen the
scheduling entries to ensure that the visit adheres to the Payer’s policies and

procedures. The system will return one of three outcomes:

l. Critical Error:
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Errors visit save

Would you like to save visit?

This visit has failed the rule You must address any errors before saving the
visit. If there are any warmings then you can sllll schedule this visit but the claim may later either fail to
match or may be rejected by the payer.

10 Message Type

001 Tmsmnulmplnw with the same recipient (member), caregiver (attendant, rendering provider), o
HCPCS Code & Modifiers, Start Time, & End Time as another visit. Please make corrections before saving.

A Ciritical Error indicates that the visit being scheduled has at least one
major error and cannot be saved — Users will only be given the option
to MAKE CORRECTIONS for the displayed error(s).

Note: Users must click the MAKE CORRECTIONS command and fix

reported critical error before visit can be saved.
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[I.  Warning Error:

Errors visit save

Would you like to save visit?

This visit has failed the ing busi rule d You must address any errors before saving
the visit. If there are any warnings then you can still schedule this visit but the claim may later either fail
to match or may be rejected by the payer.

Payer FLT1 allows maximum only 10 hours per day for caregivers

No prior authorization selected for $5150 for recipient Buck Rogers

No prior authorization selected for $9122 for recipient Buck Rogers

Recipient Buck Rogers is not auto-loaded by Payer

Recinient Riick Roaers has na Referrina Physician A

MAKE CORRECTIONS SAVE VISIT WITHOUT CORRECTIONS

A Warning Error indicates that the visit being scheduled has at least
one fault, but User can SAVE VISIT WITHOUT CORRECTIONS —
Users will only be given the option to SAVE VISIT WITHOUT
CORRECTIONS for the displayed error(s)/fault(s).

Note: Users have the option to click the MAKE CORRECTION
command and fix reported warning error before saving visit or click the
SAVE VISIT WITHOUT CORRECTIONS command to save the visit

and make corrections later.
lll.  No Reported Errors

No reported errors: Visits that have no reported errors/faults are
automatically added to the Provider’s EVV Portal.

6. If prompted, click MAKE CORRECTIONS to edit any reported error and try to
resave the visit, or for visit with warnings, click SAVE VISIT WITHOUT
CORRECTIONS to save the changes.

Related topics:

o Adding/Scheduling Visits e Canceling a Missed or Late Visit
e Searching for and Viewing Visits e Printing Visit Detail
o Viewing Visit Details e Deleting a Visit

e Completing a Visit
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Viewing/Printing Visit Detail

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Visits >

Printing Visit Detail
Users can print visit details for a visit of any status.
To print a visit's details:

1. From the Main Menu, click Visits.
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2. Locate the visit you want to view details for and click on the Actions icon, :.

3. From the shortcut submenu, click View Details The system will display the Visit

Status Details screen.
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Visit

Status:

Claim Status:
Caregiver:

Select Recipient(s):
Completed Tasks

HCPCS Code/Mods
$5130-

Scheduled Visit Start:

Actual Visit Start:

Actual Start Phone Number:
Start Verification Type:

Start Location Variance (Miles):
Scheduled Start Address:

Scheduled Start Address Type:

inree 1rans
Elementary School

address amenc’n

HCPCS Description

Homemaker service nos per 15m

Missed Visit Status Detail:
- Claim Invoice ID#:
Sefika Mulalic Notes:

Alia Burkember

asks Description

Range of motion (ROM) Dressing Lower

Jun 24, 2021, 2:00:00 PM Scheduled Visit End
- Actual Visit End:
= Actual End Phone Number:

S End Verification Type: -

- End Location Variance (Miles): -

3343 South Norwood Scheduled End Address: 3343 South Norwood

Avenue Independence MO Avenue Independence MO

64052 Q 64052

- Scheduled End Address Type: -

. " T X = ree 1rans g v z ¥

§ X £ § Elementary School 1 ; £
3 ) 3 . 3 3 :‘%

b

Summit Financial
Services P

address amenc‘,“

9 Mobile Caregiver+

nutritional cooking

Jun 24, 2021, 3:00:00 PM

Summit Financial
Services P

Cancel Complete

4. Click Print.

@ e HIPAA Privacy Rule

The HIPAA Privacy Rule requires approprate safeguards 1o
protect the privacy of personal health information, and sets
limits and conditions on the uses and disclosures that may be
made of such without patient

This document may contain privileged and confidential
information and/or protected heaith information (PHI)

If you are not the employee or agent responsible for this
document, you are heredy notified that any review,
dissemination, distribution, printing and copying of this
document and its content is strictly prohibited.

5. Review, then click OK to clear the HIPAA privacy notification.
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More settings v 1AM

art Ly e ()
icheduled Start Address: »urt, Boca Raton, Florida, plac

scheduled Start Address Type:

tecipient Phone Numbers

6. Click in the print Destination, Pages, and Layout fields to configure any other
optional settings.
7. Click the Print command (or Save to generate a PDF file) to print/save the visit

details.

Related topics:

Adding/Scheduling Visits e Canceling a Missed or Late Visit
Searching for and Viewing Visits e Updating a Visit
Viewing Visit Details e Deleting a Visit

Completing a Visit
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Deleting a Visit

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Visits >

Deleting a Visit

Users can only delete visit that have a Not Started status (future visits).

To delete a visit:

1. From the Main Menu, click Visits.
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2. Find the visit you want to delete.
3. Click the Action icon, i, for the visit you want to delete

4. From the shortcut submenu, click Delete. The system will automatically delete

non-recurring visits.

5. For recurring visits, the system will display the Delete recurring visit dialog box.

Delete recurring visit ‘

Would you like to change only this visit or this and all the following visits in the series?

CANCEL THIS VISIT AND THE RECURRING AFTER ‘

6. Click ONLY THIS VISIT to delete the single visit that was selected.
7. Click the THIS VISIT AND THE RECURRING AFTER to delete the selected visit

and all recurring visit scheduled afterward.
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Related topics:

e Adding/Scheduling Visits e Canceling a Missed or Late Visit
e Searching for and Viewing Visits e Updating a Visit
o Viewing Visit Details e Printing Visit Detail

o Completing a Visit
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Managing Users

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users

Click a topic below:

Viewing Users

Changing the Number of Users Displayed per Page

Searching for a Specific User

Viewing User Detall

Adding a New User

Inviting an Existing User to your Agency

Importing a Group of New Users

Completing the New User Spreadsheet

Importing the New User Spreadsheet

Sending a Message to a User

Resetting User Passwords

Unlinking and Removing Users from an Agency and Reassigning Tasks

Updating User Detalil

Editing User Roles
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Viewing Users

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Users >

Viewing Users > Viewing Users

To view users:

1. From the Main Menu, click the Users to open Users screen.

rown  @OvemnaPanAgeny  EllPrower v ()NOH Grose v

D Users 2 X C O +

Pormiois £ 50V Matemart Tarhnninnios lns A dehts rasanad

2. The Users List will display the following information for all Users.

o Profile picture.
e Username.
e First name.

e Last name.

e Phone.
e Email.
e Role.

e Invite Status.
e An Action icon that offers shortcut menu options for User management:

o Send message to User.(Used to send HIPAA complaint messages to

Caregivers).
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Reset User password.

Unlink User (Unlinks User from the current agency and reassign their
tasks).

Details (view or update User profile details).

Edit User Roles.

Jsers Q CcC © +
emame Name e e
Caregiver
! sgreen Scott Green - SGreen@ntst.com invited
Provider Admin
Send Message to User
, cbelcher1 Corbin Beicher - CBelcher@ntst.com
Caregrver B  Reset User Password
Lo o G Unlink User
ttannahill Trevor Tannahill 9133482456 ttannahili@ntst.com
Provider Admin
@ Details
, Imack1 Lindsay Mack 3019045753 Imack@ntst.com Provider Admin
/'  Edit User Roles
- Provider Admin
~~~~~~ Pana Uomnabas Aneanahacinaes anm ——

>



9’ Mobile Caregiver+

Changing the Number of Users Displayed per Page

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Viewing Users > Changing the Number of Users Displayed per Page

To change the number of Users that appear on each page:

1. From the Main Menu, click Users.

8 , o

ovacr agne

2. Scroll to the bottom of the page.

3. Click the Items per page dropdown arrow and select: 20, 50, 100 or 200 Users
per page. The Users as well as the counter at the bottom of your screen are
updated to reflect the range of records presented (for example, 1-20 of 74

records).

4. |If there are too many Users to display on a single screen, then use the navigation

icons, located at the bottom right corner of the screen, to scroll between pages.
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Searching for a Specific User

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Viewing Users > Searching for a Specific User

To search for a specific User:

1. From the Main Menu, click the Users option to view the Users page.
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2. Click the magnifying glass icon, &, located in top-right corner of the screen.

3. Enter all or part of a Username, first or last name, or all or part of an email address in the
Search User field that displays and press the Enter key.
The system will display all Users that have matching entries as the search text in their
profile, i.e., as part of their Username, first name, last name, or email address will be
displayed.

Users can sort the list by clicking on any of the following column labels:

Username, User First Name, User Last Name, Phone Number, or Email.

4. Click “X” to clear the search field and view all Users.

Related Topics:

e Viewing Users e |nviting an Existing User to your
e Adding a New User Agency
02
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Importing a Group of New Users

Sending a Message to a User

Resetting User Passwords

93
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Unlinking Users from an Agency and

Reassigning Tasks

Updating User Detail

Editing User Roles
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Viewing User Profile Details

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Viewing User Profile Details

To view profile details for a specific User:

1. From the Main Menu, click Users.

7 Mobile Caregiver English  Sunshine Care (FL) v B3Il Provider v O oale carr v
85 Dashboard Users test X C O +
() Schedule Avatar
= Vists , wser2 Test UserTwo 1234567890 testuse@us net Corogiver Invaed
= Work List Provder Admn
, Tstuser Test User 5619008421 dale.carm@telius.com Accepted
© Claim Review Caregrrer
Send Message 1o User
() Prior Authorizations poe 20 v |
B ResetUser Password
A Reports

GO Unlink User
&% Users
&2 Recipients

/' Edit User Roles

B  Provider
[3) Training
3 Settings
3]  Logout

Privacy Policy Coovriaht & 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

2. Find the User whose detail/profile you want to view.
3. Click the Action icon, i, located to the right of the User’s record

4. From the shortcut submenu, click Details.
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that are currently
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The Details tab of User Profile screen displays the following information for each

User:

Mobile Phone Number.

e Email Address.

e Username (this will be the ID
that Users use to log in.

e IVR pin (Only User that have
Payer approval will receive
IVR Pins).

o Date of Birth

e Employee ID.

e Employee Start Date.

e Employee End Date

e SSN.

Related Topics:

e Viewing Users

e Adding a New User

e Inviting an Existing User to your

Agency
e Importing a Group of New Users

e Sending a Message to a User

95

e Gender

e Address Line 1.

e Address Line 2

e City.

e State.

e Zip Code.

e Caregiver Type.

e Rendering Provider ID.

e Provider (Displays a list of
Providers that are currently
linked to the User).

Resetting User Passwords

Unlinking Users from an Agency and

Reassigning Tasks

Updating User Detail

Editing User Roles
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Viewing Provider Specific User Identifiers

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Viewing User Provider Specific User Identifiers

To view profile details for a specific User:

1. From the Main Menu, click Users.

7 Mobile Caregiver English  Sunshine Care (FL) v B3Il Provider v O oale carr v
85 Dashboard Users test X C O +
() Schedule Avatar
= Vists , wser2 Test UserTwo 1234567890 testuse@us net Corogiver Invaed
= Work List Provder Admn
, Tstuser Test User 5619008421 dale.carm@telius.com Accepted
© Claim Review Caregrrer
Send Message 1o User
() Prior Authorizations poe 20 v |
B ResetUser Password
A Reports

€ Unlink User

&% Users

Recipients

B  Provider
[3) Training
3 Settings
3]  Logout

Privacy Policy Coovriaht & 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

2. Find the User whose detail/profile you want to view.
3. Click the Action icon, i, located to the right of the User’s record

4. From the shortcut submenu, click Details.

Engish  AllegheryCore v EliiProvider v (@)Dl Car

Users > User Details
B Schedue Details Wentifiers
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o
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ﬂ THE MEDICAL TEAM ( 118 AL TEAM m
Privacy Policy Coovrioht 8 2071 Netemart Tachnolocies Ine All riohts ressrved Toerns of Line
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5. From the User Profile Details Screen, click on the Identifiers tab.

¥ Mobile Caregiver+

w3 English  UAT Netsmart Demo v [EJl] Provider v @ 0sle Carr v

3
2
S
-3
€
&
g

®

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

The Identifiers tab of User Profile screen displays the following information for

each User:

e Type.

e Value.

Related Topics:

Viewing Users

Adding a New User

Inviting an Existing User to your

Agency
Importing a Group of New Users

Sending a Message to a User
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Editing User Profile Details

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Editing User Profile Details

To view profile details for a specific User:

1. From the Main Menu, click Users.

7 Mobile Caregiver English  Sunshine Care (FL) v B3Il Provider v O oale carr v

83 Dashboard Users test x C O +

() Schedule Avatar
T Vs , wser2 Test UserTwo 1234567890 testuse@us net Corogiver Tnvied
= Work List Prowder Agmwn
, TstUser Test User 5619008421 dale carm@4telius. com Accepted

© Claim Review Caregrrer
Send Message 10 User

() Prior Authorizations poe 20 v |
B ResetUser Password

A Reports

GO Unlink User
&% Users
&2 Recipients

/' Edit User Roles

B  Provider
[3) Training
3 Settings
3]  Logout

Privacy Policy Coovriaht & 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

2. Find the User whose detail/profile you want to view.
3. Click the Action icon, i, located to the right of the User’s record

4. From the shortcut submenu, click Details.

—Hirgh AleghemCusv  BiProvider v @0sieCarr v

3 Dashboard Users > User Details

(8  Schedule Detals Iertifiers

rsining Ow
sswe

£ Settings Gender

B Logout

—
Providers
W4/ UAT Netsmart DEMO ( UAT Netsmart Dermo ) Actve
€ 1hiE MEDICAL TEAM (The MEDICAL TEAM
Privacy Priiey Conuricht 7071 Netamart Tachnalonins ine. All iohts resseund Toema of liea
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5. From the User Details screen, click the edit icon, @, to update the User’s profile,

i.e., email address, phone number, etc.

Edit User

Enter First Name *

Test

Enter Phone Number

(555) 632-1963

Enter Caregiver Type *

Other v

Enter Rendering Provider ID

123456789

Enter Last Name *

User
Enter Email
dcarr798@gmail.com

Date of Birth

Enter SSN

Roles *

Direct Service Provider Billing v

Enter Employee ID
Employee Effective End Date al
Enter IVR Pin

Enter Address Line 1

Enter Gender

Employee Effective Start Date
Username *
TstUser

Enter Third Party IVR PIN

Enter Address Line 2

6. Make all necessary changes.

7. Click the blue Update command to save the changes.

Note: Provider Admins will not be able to edit all profile information for Users that

are linked to multiple agencies. Users that are linked to multiple agencies may

have to log in on the Mobile Caregiver+ application and edit their own profiles.

Related Topics:

Viewing Users

Adding a New User

Inviting an Existing User to your

Agency
Importing a Group of New Users

Sending a Message to a User

e Resetting User Passwords

e Unlinking Users from an Agency and

Reassigning Tasks

e Updating User Detalil

e Editing User Roles
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Manually Adding New Users

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Adding New Users

Warning: Each User should only have one Mobile Caregiver+ User account. Users can
work for more than one agency using a single account — Do not create new accounts for
Users that have existing Mobile Caregiver+ accounts. Users with existing accounts can

be invited to Link to other agencies.

Note: Users can self-register for Mobile Caregiver+ User accounts using the Mobile

Caregiver+ app. If a User self-registers, Provider Admins can invite the User to link to

an agency; Provider Admins can manually add Users that have no existing Mobile

Caregiver+ accounts.

When a User is added to the Mobile Caregiver+ Portal, the system sends an email
“inviting” the User to join the provider agency. Provider Admins can manually add, or
link, Users and assign them one or more roles as Administrators, Caregivers, or Users
who have view only privileges (they should be able to view, but not edit, information
using the Provider Portal). Provider Admins have two options when adding/linking Users
to an agency — Provider Admins can either manually add individual Users, or import a

group of Users from a CSV file.

To manually add an individual User, follow the steps below:

1. From the Main Menu, click Users.
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Invite user 10 provider

Search on full matching email and complete Phone number

2. Click the Add user to provider command, *, to display the Invite user to

provider dialog box.

Invite user to provider x
o Users found based on the Search parameters.
Choose user for sending an Invite. )
A blue button labeled Invite
Search on ull matching emall and complele phane number User, indicates the User is not
— currently linked to the agency.
o A gray button labeled Invited
Avetar User st Name User Last Name User Phone Number UserEmai v Status indicates that an invitation has
already been extended to the
! Do Not Use Do Not Use 155555™56 DoNo™***@**hoo.com —l User.

ltems per page: 5 - 1-10f1 K < > >

Change Search Criteria Invite a Different User

Providers are required to search for an existing User account, even if the User

does not have an existing account, before adding a new user to an agency.
3. Enter the new User’s email address or phone number.
4. Click the blue Search command.

The system will display a list of all existing Mobile Caregiver+ User Accounts that
have a matching email address or phone number in their profiles. If there are no

matching entries, the system will automatically display the Invite user to provider
form (please refer to step 6).

Note: If there are matching entries, carefully review the list to determine if the

User has an existing account. Do not create duplicate accounts (view the
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instructions for Inviting/Linking Users with an Existing User Account to an

Agency)
If the User does not own any of the listed accounts, click the blue Invite a

Different User command to create a new User account. The system will display

the Invite user to provider dialog box.

Invite user to provider X

Fill in the User’s information in the Invite user to provider form. Enter the

following data elements:

e First name: (Required) Enter the new User’s first name.
e Last name: (Required) Enter the new User’s last name.

e Username: (Required) Enter the new User’s preferred Username. This is the

Username that will be used as the User’s login ID.

e Mobile Phone Number (required if no Email address is entered): Enter the
new User’s phone number. This can also be used for notification and
password reset purposes. Only numeric characters can be entered, i.e., 0-9.
It is not necessary to add parentheses or hyphen; the phone number is

formatted automatically as numbers are entered.

e Email (required if no Mobile Phone Number is entered): Enter the new User’s
valid email address. This can be used for notification and password reset

purposes.
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¢ |VR Pin: (Optional) The system will automatically generate a seven-digits

numeric personal identification number.

e Caregiver Type: (Required) Click on the dropdown list arrow to see available

types; Users can only be assigned one Caregiver Type.
e Date of Birth: (Optional) Enter the User’s date of birth.

e Rendering Provider ID: (Optional) Normally Caregivers such as Home Health
Aides and Personal Assistant do not have an NPI number; enter the NPI

number if the Caregiver does have one.
e SSN: (Optional) Enter the Caregiver’s nine-digits Social Security number.

e Roles: (Required) Click on the dropdown list to view and to select one or

more of the following User roles:

User Role Description: Rights and Permissions

Provider Users that are assigned the role of Provider Admin will have access
Admin rights to all billing provider features and functions of their agency’s
Mobile Caregiver+ Provider Portal. Provider Admin Users can
manage all Users and objects, including creating new Users, objects,
and assigning Roles. Provider Admin Users must also be assigned

the Caregiver role in order for an Admin User to be able to do visits.

*** Users that are assigned the role of Provider Admins will have
access to all PHI data in a provider’s agency. ***

Billing Users that are assigned the role of Billing will have limited access
rights to claims functions and features, i.e., to view Visits, Work List
items, Claim Review items, Prior Authorizations, and to process

claims.

Caregiver Users that are assigned the role of Caregiver will have access rights

to log in to the Mobile Caregiver+ app and complete visits (record

rendered services).
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User Role Description: Rights and Permissions

Caregivers will only have access to PHI data for Recipients that have
been assigned to them — To assign a Recipient to a Caregiver, a
Provider Admins must schedule an initial visit with the Recipient and
the Caregiver from the Provider Portal.

Note: A User's assigned role will determine which features and functions the
User will be able to access. Multiple User roles can be assigned to a single

account.

6. Click the blue Invite New User command to save the account and send an
invitation to the new User.
The User’s information will be saved, and the system will return to the Users
page.
An email will be sent to the User to activate their account. The user will have 36
hours to activate the invitation before it expires; to resend an invitation for one
that has expired, Provider Admins can reset the User’s passwords.
Click the Cancel button to discard all entries and exit the Invite user to provider

form. The new User information will not be saved.

Related Topics:

e Viewing Users e Resetting User Passwords
e Viewing User Detail e Unlinking Users from an Agency and
e Inviting an Existing User to your Reassigning Tasks
Agency e Updating User Detall
e Importing a Group of New Users o Editing User Roles

e Sending a Message to a User
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Inviting/Linking Users with Existing User Accounts to an Agency

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Inviting/Linking Users with an Existing User Account to an agency

Note: Users can self-register and create their own User accounts using the Mobile
Caregiver+ app. Users should only have one Mobile Caregiver+ User account — A
single account can be linked to multiple agencies. Provider Admins can link/add Users

with existing accounts by following the instructions below:

To invite/link existing Mobile Caregiver+ User accounts to other agencies, follow the

instructions below.

1. From the Main Menu, click Users.

Invite user 1o provider

Search on ful matching email and complele Phone NuMber

2. Click the “Add User” icon (+) in the upper right corner of the screen to open the

Invite user to provider dialog box.

3. Enter the User’s email address or phone number in the Search on full matching
email and complete phone number field.

4. Click the blue Search command.
The system will search for and display all existing User accounts with a matching

phone number or email address in the user profile.
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Invite user to provider

. Users found based on the Search parameters
Choose user for sending an Invite.

Search on full matching emad and complete phone number

5. Click in the Role field for the user you want to invite to your agency.
6. Choose the user role by clicking on the drop-down list arrow in the Roles field.

7. Select the role(s) you want to assign to the user. Users can be assigned one or
more roles.

8. Click the blue Invite User to link the User to your agency.
Note: An email will be sent to the User to join your agency. The user will have 36

hours to accept the invitation before it expires.

Related Topics:

e Viewing Users e Sending a Message to a User

e Adding a New User e Resetting User Passwords

e Inviting an Existing User to your e Unlinking Users from an Agency and
Agency Reassigning Tasks

o Editing User Roles e Updating User Details

e Importing a Group of New Users
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Importing a Group of New Users

The Mobile Caregiver+ Solution allows you to upload User (Caregivers) and Recipient

information, details as follows.

Note: If you have a smaller number of Users, then you may wish to simply enter them
using the screens provided in the EVV Provider Portal. If you have a larger number of
each, then you may wish to use file upload. You only need to upload users who will be
overseeing EVV needs for your organization. Users may include administrative staff,
scheduling, billing, and the field staff performing EVV visits.

The template that we provide is in comma-separated-value (CSV) format, you can edit it
with either Microsoft Excel, Google Sheets, or a notepad application. It is important that
you follow the instructions below carefully, and that you do not change any of the
fields/columns in the template.

Please contact Netsmart Client Support to obtain a copy of the
EVVUsersUploadTemplate.csv file. Each column in the CSV file has specific rules

about what is an acceptable entry, the rules are explained in more detail below.

Warning: Each User should only have one Mobile Caregiver+ User account; Users can
work for more than one agency using a single account — Do not create/upload new
accounts for Users that have existing Mobile Caregiver+ accounts. Users with existing

accounts can be invited to Link to other agencies.
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Completing the New User Spreadsheet

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Importing a Group of New Users > Completing the New User Spreadsheet

Remember, when you edit this template in Excel or Google Sheets, you must save the
file as .csv file before uploading.
To import User accounts:
1. Contact Netsmart Client Support to obtain a copy of the
“‘EVVUsersUploadTemplate.csv” file, along with an instructional PDF file.
2. Read the instructions contained in the PDF file.

3. Enter the Users into the CSV template.
COLUMN A — USERS FIRST NAME

A B C D E F
1 |FirstName |LastMame |UserMame |Email PhoneMumber [lvrPin
2 |Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111
3 |5
4 -

e FirstName is a mandatory field
o FirstName allows for letters and spaces only (no numbers or special characters)
e FirstName can be up to 255 characters in length or less

COLUMN B = USERS LAST NAME

A B C (B] E F
FirstMame |LastMName |UserMame |Email PhoneMumber [lvrPin
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111

W R

| ||

LastName is a mandatory field
LastName allows for letters and spaces only (no numbers or special characters)
LastName can be up to 255 characters in length or less
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A B C D E F
1 |FirstName |LastName |UserName |Email PhoneMumber |lvrPin
2 |lane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111
2
4 B
e UserName is a mandatory field
e UserName allows for letters, numbers, and special characters
e UserName can be up to 255 characters in length or less
COLUMN D — EMAIL
A B C D E F
FirstName |LastMame [UserMame |Email PhoneMumber |lvrPin
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1131111

oW

COLUMN E = PHONENUMBER

Email is a conditional field. Either Email or Phone Number must be populated.
Email must have an “@” and “.”
Email can be up to 255 characters in length or less
Example: Johndoel2!@gmail.com

A B C D E F
FirstName |LastMame |UserMame [Email PhoneMumber |lvrPin
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111

oW

populated.
e Phone Number must contain only numbers

COLUMN F — Users IvrPin

W

Phone Number is a conditional field. Either Email or Phone Number must be

Phone Number must be 10 numeric characters in length

A B C D E F
FirstName |LastName |UserName |Email PhoneMNumber |IvrPin
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1113111
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e IvrPin is an optional field.
¢ IvrPin allows for numbers only, (no spaces, or special characters)
e IvrPin must be seven (7) numeric characters in length

COLUMN G — Users MedicaidlD

A B C (] E F G
FirstName |LastMame |UserMame |Email PhoneMumber [IvrPin MedicaidlD
Jane Doe Janel2 JaneDoel2@gmail.com 55555055555 1111111)M3412234560897

RIS
| —

e MedicaidID is an optional field

e MedicaidlD must be 9 - 13 digits in length, and allows for numbers and letters only,
(no spaces, or special characters)

e There should not be any spaces BEFORE the MedicaidlD number starts, for
example: “123456789” is valid, and “123456789” is not valid because there is a
space before the “1”

e |f MedicaidID starts with zero, add letter “M” in front to keep leading Zero. Some
applications remove zero after saving as .CSV, our application will remove letter
“M” after import is successful.

COLUMN H - UserRole

B C D E F G H
LastMame |UserMame |Email PhoneNumber |IvrPin MedicaidlD UserRole |l
Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111|M3412234560897 CARE i

e UserRole is mandatory
e UserRole may only contain the specific 4 letter code for the following:
o PRAD (Provider Administrator)

o CARE (Caregiver) *note mobile login only
o PMON (Provider Monitor) *note Admin permission with read only access

COLUMN | — UserStatus

B C D E F G H I
LastName |UserName |Email PhoneNumber |lvrRin MedicaidlD UserRole |UserStatus
Doe Janel2 JaneDoel2@gmail.com 5555555535 1111111 |M3412234560897 CARE ACTIVE

e UserStatus is a mandatory field
e UserStatus may only contain one of the following specific values:

o ACTIVE (Can log in)
o INACTIVE (Not allowed to log in)
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COLUMN J — CaregiverType

C D E F G H | J
UserName |Email PhoneNumber |lvrPin MedicaidlD UserRole |UserStatus |CaregiverType
Janel2 JaneDoel2@gmail.com 5555555555 1111111 |M3412234560897 CARE ACTIVE RMNS

e CaregiverType is a mandatory field

e CaregiverType may only contain one of the following specific 3-4 letter codes:
CNA (Certified Nursing Assistant)

LPN (Licensed Practical Nurse)

RNS (Registered Nurse)

ABA (Assistant Behavior Analyst)

RBT (Registered Behavior Technician)

LA (Lead Analyst)

OTHR (Other)

O 0O0O0OOOO

4. Make sure you have deleted the sample row from the Users list you just finished

creating

5. Make sure you have saved the document as a .csv file

Related Topics:

e Viewing Users e Sending a Message to a User

e Adding a New User e Resetting User Passwords

e Inviting an Existing User to your o Unlinking Users from an Agency and
Agency Reassigning Tasks

o Editing User Roles o Updating User Details

e Importing a Group of New Users
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Importing From the CSV Template

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Importing a Group of New Users > Importing the New User Spreadsheet

Now that you have entered the information for your Users into the template, you are
ready to load your Users into the Mobile Caregiver+ Provider Portal by following the

below steps:

1. From the Main Menu, click Users.

' Mobile Caregiver+ Ergish  (@Overiand Pk Agency Bl Provides v (@) Nacka Garone v

Caregever

n -
= WorkL Provioes aamn
© o ® - — =
A RepoMs
L Recpents
B Fovder
@ Tanng
@ Sewngs

2. Click the Import users from CSV-file icon, @, located in the top right corner of

the screen. The system will display the Open File Explorer dialog box.

File pame: | Telhuss wusersupioaaTemplate. Upicad Microsot Excel Comema Separa

N 1 —

3. Locate and click on the CSV file you want to upload.
4. Click Open.

112

>



9’ Mobile Caregiver+

@ mpont Eror

Value at line #1, column #10 is not valid. CaregiverType is a mandatory field. RBT (Registered Behavior Technician), HHA (Home Health Alde), RNS (Registered Nurse),
ABA (Assistant Behavior Analyst), L (Lead Analyst), CNA (Certified Nursing Assistant), LPN (Licensed Practical Nurse), RNS (Registered Nurse), OTHR (Other)

If the import is successful, a green File successfully uploaded message will

display in the lower right corner of the screen.

o o — =

SRR ,

If any errors are identified, a message containing the exact row(s) and column(s)
of the error will be shown on your screen.

Please refer to the guide above to troubleshoot the exact error(s)

Note: If there are any errors detected by the system, no records from your file will

upload, the entire file must be error free before any User records will upload.

Related Topics:

e Viewing Users e Sending a Message to a User

e Adding a New User e Resetting User Passwords

e Inviting an Existing User to your o Unlinking Users from an Agency and
Agency Reassigning Tasks

o Editing User Roles o Updating User Details

e |Importing a Group of New Users

113

>



9’ Mobile Caregiver+

Sending a Message to a User

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Sending a Message to a User

The Netsmart EVV Solution allows providers to send HIPAA compliant text message to

Users. Follow the directions below to send text message to Users:

1. From the Main Menu, click Users.

P - - - :
T — [ - - . —— e - .
a h

Proveet @ omn

[CRE- SO
N

2. Find the User you want to send the message to, then click Actions icon, i,

located on the right side of the User’s record.

3. From the short-cut submenu, click Send Message to User.

Send Message to User: Shelby Saal

Add Message for User

Send Message to User Cancel

4. Type the text message to be sent in the Add Message for User field; at least

one character must be entered to enable the Send Message to User command.

5. Click the Send Message to User command to send the message.
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If you click Cancel on the Send Message to User page, the system will return to

the Users page and the message will not be sent.

Note: Users assigned the role Caregiver, will receive messages on their Mobile

Caregiver+ app.

Related Topics:

Viewing Users

Viewing User Detall

Adding a New User

Inviting an Existing User to your

Agency
Importing a Group of New Users
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Messaging Users from the Recipient Linked Users Tab

You are here: Mobile Caregiver+ Provider Portal User Guide User Guide > Managing

Users > Messaging Caregivers from the Linked Users Tab
The Mobile Caregiver+ Provider portal allows Provider Admins to send HIPAA compliant
messages to Caregivers from the Linked Users tab, located in a Recipient’s profile.

Unicast — Texting a Linked Caregiver

1. From the Main Menu, click Recipients.

= Mobile Caregiver+ English  SunshineCare (FL) v B3Il Provider v O Test User v
5 Dashboard Reciplents o +
) Schedule R
eciplont " Recipient Recipient
First/Last M X
= Visits Name Medicaid 1D ssN
- Recipient Recipient Active /
= WorkList ] Active
g 008 Member 1D Inactive
© Claim Review
()  Prior Authorizations
A Reports
<% Users lony Harrison FEMALE 1111110009 0009 123 ®
22 Recipients
Jn Buggs FEMALE 1111110010 0010 79130 ® o

Provider
a8 20 v @ Denis

Teainin
® 9 / &

Settings
o " [0 Oeactivate Recipient
3]  Logout

Privacv Policy Convrioht © 2021 Netsmart Technoloaies Inc All riohts reserved Terms of Lise

2. From the Recipients screen, locate and click on the Actions icon, i, for a

Recipient that is linked to the Caregiver you want to message.

3. From the shortcut submenu, click Details.
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English  SunshineCare (FL) v Bl Provider v Bosle

83 Dashboard Recipients > Recipient Details

() schedule Reciplent: Jill Buggs

=  \Visits

General Addresses Payer Subscriptions

Work List
Claim Review
Prior Authorizations

o
- dearr 5556566789
~

Reports Provider Admin
TstUser 5556566789

- Users Caregiver

B Provider

+

Documents

dearr@ntst.com

dale.carr@4tellus.com

Linked Users.

@D Unlink User
£ Audt History

Send Message 1o Us

4. Click on the Linked Users tab.

The system will display the Linked Users table with a list of all users that have

been linked to the selected Recipient.

e The Linked status field will display the Linked icon, ¥, if the Recipient has a

current-active link to the user.

e The Linked status field will display the Unlinked icon, *, if the user is not

currently, but was previously, linked to the selected Recipient.

e Click the Message icon, & | [ocated in the top-right corner of the screen to send

a message to one or more linked Caregiver(s).

5. From the Linked Users table, click the Actions icon, ¥, located to the right of the

Caregiver’s record.

6. From the short-cut submenu, click Send Message to User. The system will

display the Send Message to User dialogue box.

Send Message to User: Test User

Message for User

Type unicast message here|

Send Message to User Cancel

7. Type the text message to be sent in the Add Message for User field; at least

one character must be entered to enable the Send Message to User command.
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8. Click the blue Send Message to User command to send the message.

Related Topics:

Viewing Users

Viewing User Detalil

Adding a New User

Inviting an Existing User to your

Agency
Importing a Group of New Users
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Multicast — Texting Multiple Linked Caregivers

1. From the Main Menu, click Recipients.

& Mobile Caregiver+ English  SunshineCare(FL) v Blll Provider v € Test User v
%3 Dpashboard Recipients o +
) schedule
Reclplent Recipient Recipient
First/Last Jiv X
= Visits Name Medicaid 1D SSN
= Recipient = Recipient Active / Active
= Work List DOB : Member ID Inactive
© Claim Review
=) o
()  Prior Authorizations
A Reports Estale A
2% Users lony Harrison FEMALE 1111110009 0009 /23 & ©
s e wmom oo ww © @
Provider
B i @ Denis
Train
[ Training ;e
Settings
o] 9 [0 Deactivate Recipient
5]  Logout
Privacy Policy Convrioht © 2021 Netsmart Technoloaies Ine All riohts reserved Terms of Lise

2. From the Recipients screen, locate and click on the Actions icon, i, for a

Recipient that is linked to the Caregiver you want to message.

3. From the shortcut submenu, click Details.

&7 Mobile Caregiver+ Englsh  SunshineCare(FL) v BlllProvider v @ Dale Carr v
53 Dashboard Recipients > Recipient Details ]
B Schedule Recipient: Jill Buggs
= Visits
Genesal Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users
= Work List
© Claim Review
Provider Admin
TstUser 5556566789 dale.cam@4tellus.com v
(2 Prior Authorizations
Caregiver
' Reports Provider Admin
deanr 5556566789 dearr@ntst.com v
a4 Users Caregiver
*
B Provider
(5] Training
£ Settings
3]  Logout
Privacy Policy Coovricht © 2021 Netsmart Technoloaies. Inc. Al riahts reserved Terms of Use

4. Click on the Linked Users tab.

5. The system will display the Linked Users table with a list of all users that have

been linked to the selected Recipient.
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e The Linked status field will display the Linked icon, ¥, if the Recipient has a

current-active link to the user.

e The Linked status field will display the Unlinked icon, * , indicating that the user

is not currently, but was previously, linked to the selected Recipient.

e Click the Message icon, & | [ocated in the top-right corner of the screen to send

a message to one or more linked Caregiver(s) (please view Texting Multiple
Users).

. From the Linked User screen, click the Message icon, & | located top right

corner of the screen.

. The system will display the Send Message to User dialogue box.

Send Message to User(s)

Click the Users drop-down list

Select User

arrow to select Users.

Test User (dale.carr@4tellus.com)

. Click in the Select Users filed to view and select one or more users that are

linked to the Recipient. Users will be able to select multiple users, at least one

user must be selected.

Send Message to User(s)

Select User

Test User Dale Carr -

Add Message for User(s)
Type multicast message here/

. Type the text message to be sent in the Add Message for User field; at least

one character must be entered to enable the Send Message command.

120

>



g Mobile Caregiver+

10.Click the blue Send Message command to send the message to the selected

Caregiver(s).

Related Topics:

Viewing Users

Viewing User Detall

Adding a New User

Inviting an Existing User to your

Agency
Importing a Group of New Users
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Resetting User Passwords

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Resetting User Passwords

To avoid passwords from being expired, Provider Administrators can proactively reset

their own password, as well as reset any User’s by following the steps below:

1. From the Main Menu, click Users.

o Reset Password

vvvvvvvvvvv

Are You sure you want to reset password for user "Shelby Saal'?

Reset User Password Cancel

2. Find the User whose password you want to reset.
3. Click the Actions icon, ¢ ,located to the right of the User’s record
4. From the short-cut submenu, click Reset password.

The system will email a temporary password to the User. The next time the User
attempts to log in, they will be prompted to change the temporary password.
Click Cancel to the Reset Password dialog box; the system will return to the
Users screen.

Warning: The temporary password will expire after 36 hours; Users must log in

and change the password within 36 hours.
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Viewing Users

Viewing User Detall

Adding a New User

Inviting an Existing User to your

Agency
Importing a Group of New Users
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Sending a Message to a User

Unlinking Users from an Agency and

Reassigning Tasks

Updating User Detail

Editing User Roles
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Resetting Forgotten Passwords

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Resetting Forgotten Passwords

If a user has forgotten his/her password, it can be reset from the Provider Portal Login

screen:

1. From Mobile Caregiver+ login screen, click Forgot password link.

g Mobile Caregiver+

Warning! This application prov s o HIPAA Protected Health
In 1proper use of PHI may

penalties.

2. Enter your username, email, or phone number and click Rest Password.

9 Mobile Caregiver+ ‘

‘ Reset Password -P
1o

Note: You will receive an email or a text message, depending on whether you
entered your email address or phone number, with the subject line “Reset Your
Mobile Caregiver+ Password.” It will contain a temporary password that you can
use to login; the system will prompt you to change your password. This link is
valid for 36 hours; if you do not change your password within that time, you will

need to reset your password again.
3. Go back to the login page and enter your username and temporary password.
4. You will be prompted to change the temporary password to a new password.

i.  Enter your username.
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ii.  Enter your temporary current password.

iii. Enter a new password.

iv.  Confirm the new password by re-entering it.

v. Click Change Password to confirm your new password.

9 Mobile Caregiver+

Use this screen 1o change your password. Enter your current password and ther
your new password twice

Enter usemame "

tuser
Enter current password *

nter new password *

‘ Change Password

/

Note: You will have 36 hours to activate you

invitation expires.

Related Topics:

Viewing Users o

Viewing User Detalil o

Adding a New User

Inviting an Existing User to your °
Agency °

Importing a Group of New Users

r account; after that time, the

Resetting User Passwords

Unlinking Users from an Agency and

Reassigning Tasks

Updating User Detail

Editing User Roles

Unlinking Users From an Agency and Reassignhing Tasks

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Users >

Unlinking Users From an Agency and Reassigning Tasks
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Unlinking a User from an agency revokes the User’s access to the agency. providers
should unlink all Users that are no longer a part of their agencies.
Note: Administrators cannot unlink themselves; Unlinking a User with the Admin role

must be done by a different Administrator.

To unlink a User and reassign their tasks to another User:

1. From the Main Menu, click Users.

2. Find the User you want to unlink and click the Actions icon, i,located to the right
of the User’s record

3. From the short-cut submenu, click Unlink User.
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Send Message to User: Bradley Phil

Choose user for reassgnng 1asis of user hat you want 1o unknk

S0ACR 10 Lter 1 redagn sk

Nicki Grose (ngrose@ntst.com)

ey

4. From the Send Message to User dialog box, start typing the Username or email
address to find the User that the unlinked User’s tasks will be reassigned to.
Note: Providers must enter a User to reassign the selected User’s tasks to; the
system will reassign all scheduled visits to the selected User.

5. Click Reassign Tasks and Unlink User. That User will be unlinked from the
agency.

Click Cancel to exit without unlinking the User from the agency; the system will

return to the Users screen.

Related Topics:

e Viewing Users e Importing a Group of New Users
e Viewing User Detail e Sending a Message to a User
e Adding a New User e Resetting User Passwords
e Inviting an Existing User to your e Updating User Detall
Agency o Editing User Roles
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Updating User Profile Details

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Updating User Details

Provider Admins can update User’s profiles from the Users screen.

found on the Main Menu on the app.
The instructions below are for updating User profile details from the Provider Portal:

1. From the Main Menu, click Users.

Hiegen  @Owamaranigmcy BEFOAks v (@S Crse v

Users s x ¢ & +

5 Dusoca
. =

o == ;
© cennes " —— 5
8 Pt @ e me e —
| e
8 - .o
@ T /7 taenen
R

Note: Provider Admins do not have access to update profile details for Users that are

linked to more than one agency; Users that are linked to more than one agency must

update their own profile via the Mobile Caregiver+ application. The Profile option can be

2. Find the User whose profile you want to update, then click the Actions icon, :

located to the right of the User’s record

3. From the short-cut submenu, click Details.
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4. From the User Details screen, click edit icon, Q.

Edit User

Enter First Name *

Shelby

Enter Phone Number

Enter Caregiver Type *
Other

Enter Rendering Provider ID

Roles*

Admin

Employee Effective Start Date

Enter Address Line 1

Enter Last Name *

Saal

Enter Email

ssaal@ntst.com

Date of Birth

Enter SSN

Enter Employee ID

Employee Effective End Date

Enter Address Line 2

5. Make any necessary changes to the User’s profile.

6. Click the blue Update command to save any changes.

Related Topics:

e Viewing Users
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Adding a New User e Sending a Message to a User
Inviting an Existing User to your e Resetting User Passwords
Agency e Editing User Roles

Importing a Group of New Users
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Editing User Roles

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Users >

Editing User Roles

You can edit a User’s role from the Users page.

1. From the Main Menu, click Users.

2. Find the User whose role(s) you want to update, then click the Actions icon,

located to the right of the User’s record

3. From the short-cut submenu, click Edit User Roles.

Shelby Saal
Roles
Provider Admin hd
[ Admin
[ siling
Cance Caregiver
Monitor

4. From the User role dialog box, click in the Roles field and edit the User’s role(s);
multiple roles can be assigned to a single User account. Place a checkmark in

the checkbox for each role you want to assign to the User.
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Please refer to the User Role table for detailed information on the access rights

and privileges associated with each User role.

5. Click the blue Save command save the changes.

Click Cancel to exit the User role dialog box without saving the changes; the

system will return to the Users screen.

Related Topics:

Viewing Users

Viewing User Detall

Adding a New User

Inviting an Existing User to your

Agency
Importing a Group of New Users
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Managing Recipients

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients

Click a topic below:

Searching for and Viewing Recipients

Viewing Recipients

Changing the Number of Recipients Displayed Per Page

Searching for a Specific Recipient

Adding a New Recipient

Adding a Recipient: Entries

Adding Recipient Information

Entering Emergency Contact Information

Entering a Recipient Address

Entering Payer Subscription Information

Importing a Group of New Recipients

Completing the Spreadsheet

Importing the Spreadsheet

Editing a Recipient

Updating General Recipient Information

Updating Addresses

Updating an Address
Adding a New Address

Setting an Address as Primary

Deleting an Address

Updating Payer Subscriptions

Adding a New Payer

Deleting a Payer

Entering Notes

Entering a Referring Physician

Uploading Documents for a Recipient
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Managing Uploaded Document

Deactivating a Recipient

Activating an Inactive Recipient
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Searching for and Viewing Recipients

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Searching for and Viewing Recipients

In this topic you will find instructions for:

o Viewing Recipients

o Changing the Number of Recipients Displayed per Page

e Searching for a Specific Recipient
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Viewing Recipients

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Searching for and Viewing Recipients > Viewing Recipients

To view recipients:

1. From the Main Menu, click Recipients.

o o Asanrers ®

SR YRS
a

Sn [E rowse st ey nenmes nn @ Denils
7 Edi

[[] Deactivate Recipient

2. From the shortcut submenu, click Details

The Recipients page opens and displays the following information for all
Recipients:

e First name
e Last name

e Gender

e Date of birth

e Action icon, - click on the Action icon to access the following submenu

options:

o The Edit icon, #, indicates that the Recipient’s profile details can be
edited.
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o Theread-only icon, @, indicates that the Recipients was uploaded by
a Payer; Provider Admins will have limited rights to edit a Recipient’s
profile i.e., adding additional address, managing emergency contact,
managing diagnosis codes, etc.
e Active — Displays a checkmark if the Recipient profile is active (has not

been deactivated).

Note: The Recipients List can be sorted by clicking on any of the list header
label, i.e., Recipient First Name, Recipient Last Name, Gender, or Date of
Birth; click the same column title again to reverse the order.

3. Click the Actions icon, i, located to the right of the Recipient’s record, to see a
shortcut submenu list of management options i.e., Details, Edit, and Deactivate

Recipient.

Related Topics

e Adding a New Recipient e Uploading Documents for a
e Importing a Group of New Recipients Recipient
e Editing a Recipient e Deactivating a Recipient

e Activating an Inactive Recipient
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Changing the Number of Recipients Displayed Per Page

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Searching for a viewing Recipients > Changing the Number of Recipients Displayed Per

Page

To change the number of Recipient records that are displayed on each page:

1. From the Main Menu, click Recipients.

i
NN N
880

2. Scroll to the bottom of the page and click in the Items per page field.

3. Select the number of records to be displayed on each page.

4. Click the Items per page dropdown arrow and select: 20, 50 or 100 Recipients
per page.
If the total number of Recipients exceeds the amount that can be displayed on

one page, you can view additional Recipients by using the scroll arrows located

at the bottom of the screen.

Related Topics

e Adding a New Recipient e Uploading Documents for a
e Importing a Group of New Recipients Recipient
o Editing a Recipient e Deactivating a Recipient

e Activating an Inactive Recipient
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Searching for a Specific Recipient

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Searching for a viewing Recipients > Searching for a Specific Recipient

The Mobile Caregiver+ System allows providers to manage the Recipients List by
using the fields located in the header. Providers can filter and search the list by entering
data in one or more of the fields located in the header; providers can enter data values

in multiple fields to further narrow their search results.

To search for a specific Recipient:

1. From the Main Menu, click Recipients.

_Cinghsh  Overland Park Agency [l Proviser v O icki Grose v

0 Dasnbows Recipients o o+

: Search/Filter Parameter

B Schesule

= vies Peviniame T X [poeentMeccad Reciplert SSH
= WorkList Recipient DOB ] Eachiastbdunbar Actve/inscive  Active .
© Clam Review

2 users Randy ewon war Winene wr varer ®» e

Privacy Policy Conwrioht € 301 Noteman Technnianias Ine Al Achte reserved Torme of Lisa

2. Enter partial or complete data values in one or more data fields located in the
header — Recipient Name/Last Name, Recipient Medicaid ID, Recipient DOB,

Recipient Member ID, and/or Active/lnactive.

3. Click the blue Search command to see a list of Recipients that match the search
parameter(s).

Click “X” in any field to clear the search parameter.

Note: The Active/lnactive field defaults to “Active.” Providers must select Inactive

to view inactive Recipients, or All to see both active and inactive users. See
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Deactivating a Recipient and Activating an Inactive Recipient for more

information.

Related Topics

o Adding a New Recipient e Uploading Documents for a
e |Importing a Group of New Recipients Recipient
o Editing a Recipient e Deactivating a Recipient

e Activating an Inactive Recipient
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Adding New Recipients to the Mobile Caregiver+ Portal

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Adding new Recipients to the Mobile Caregiver+ Portal

Recipients are the individuals that will receive services from Caregivers. Depending on
the Payers and programs that Recipients are enrolled in, some Payers will automatically
load Recipient profile data into the Mobile Caregiver+ System, while some providers
may be allowed to add Recipients to their Mobile Caregiver+ Provider Portal. Providers
who have a small number of Recipients can manually enter individual Recipients using
the screens provided in their Mobile Caregiver+ Provider Portal. Providers who have a

large number of Recipients may upload their Recipients using a CSV file.

To add Recipients to the Mobile Caregiver+ Portal, follow these steps:

1. From the Main Menu, click Recipients.

B

£

&

s
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LI I I I <]

For those Payers that allow providers to add Recipients to Mobile Caregiver+

Portal, the system will display the two controls for adding Recipients:

2. Click the Add Recipient command, +, located in the upper right of the screen.
Clicking the Add Recipient command will display the Add Recipient form, which
allows providers to search for and link Recipients that have existing Mobile
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Caregiver+ profiles to their agencies, or to manually enter Recipient profile data

into their portals.

3. Click the Import recipients from csv-file command, €, allows providers to

upload a large number of Recipients from a CSV file.

Related Topics

e Adding a New Recipient e Uploading Documents for a
e Importing a Group of New Recipients Recipient
e Editing a Recipient e Deactivating a Recipient

e Activating an Inactive Recipient
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Linking Recipients with Existing Mobile Caregiver+ Profiles to an

Agency

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Linking Recipients With Existing Mobile Caregiver+ Profiles to an Agency > Linking

Recipients with Existing Mobile Caregiver+ Profiles to an Agency

Recipients are the individuals that will receive services from Caregivers. Depending on
the Payers and programs Recipients are enrolled in, some Payers will automatically
load Recipients’ profile data into the Mobile Caregiver+ System, while some providers
may be allowed to add Recipients to their Mobile Caregiver+ Provider Portal. For
providers that are allowed to add Recipients to the Mobile Caregiver+ Portal, they
system will display the Add Recipient command, +, located in the upper right of the
screen, and/or the Import recipients from csv-file command, ©.

Some Recipients may already have existing Mobile Caregiver+ profiles — They might
have previously received services from providers that use the Mobile Caregiver+
System. Recipients that have existing Mobile Caregiver+ Recipient profiles can simply

be linked to other agencies.
To link a Recipient to an agency:

1. From the Main Menu, click Recipients.

& Frarat by e A28 [ e
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2. Click the Add Recipient command, *, located in the upper right of the screen.

The system will display the Add Recipient form.

7 Mobile Caregivers o Cngiah  OvedandPakAgency (Dl Provider v (D) Nicki Grose v
;5 shboerd Recipients » Add Recipient
B schedule
Q 2] (2] 4] ©
= Visits Recipient Search
wiork List
Switch search type: By Medicaid ID: By Name & Gender
© CaimReview
B)  Prior Authonizations
Medicaid 0. Enter Medicaid 1D *
A Repons
2% Users Dateof Birth:  Date of Birth L]
B
B  Provder
(&) Training bR TR NG RGNS Qe Date of birth Medicaid 1D Actiona
o s Existing Account MALE 8/22/44 5966509796 Add Reciplent
2) Logout
Add a Different Recipient >
Privacy Pobcy Coovrioht € 2021 Netsmmart Technoloies. Inc Al nohts reserved Terms of Use

3. Enter the Recipient’s Medicaid ID.
4. Enter the Recipient’s date of birth.

5. Click the blue Search command. The system will display any existing Mobile

Caregiver+ Recipient record.

6. Click the blue Add Recipient command located to the right of the existing

record. The Recipient will be linked to the current agency.

Note: If the Recipient does not have an existing Mobile Caregiver+ Recipient
account, click the blue Add a Different Recipient command to manually add the

Recipient. Instructions follow in Manually Adding a Recipient: Entries.

Related Topics

e Adding a New Recipient e Uploading Documents for a
e |Importing a Group of New Recipients Recipient
o Editing a Recipient e Deactivating a Recipient

e Activating an Inactive Recipient
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Manually Adding Recipients

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Manually Adding Recipients

Depending on the Payers and programs Recipients are enrolled in, some Payers will
automatically load Recipients’ profile data into the Mobile Caregiver+ System, while
some providers may be allowed to add Recipients to their Mobile Caregiver+ Provider
Portal. For providers that are allowed to add Recipients to the Mobile Caregiver+ Portal,
the system will display the Add Recipient command, *, located in the upper right of the

screen, and/or the Import recipients from csv-file command, ©.
To manually add a Recipient to an agency:
Entering Recipient Information

1. From the Main Menu, click Recipients.

”:
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2. Click the Add Recipient command, +, located in the upper right of the screen.

The system will display the Add Recipient form.
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3. Click the blue Add a different Recipient command. The system will display the

Recipient Information tab (the second (2) of five (5) tabs).

—Stgieh  OwdndPakAgeacy EllProvider v @ Nicki Grose v

Reciplents > Add Recipient
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4. Enter the Recipient’s information. All fields that display an asterisk, *, are

mandatory — You must enter information in mandatory fields.

i.  Recipient First name*: Enter the new Recipient’s first name.
ii. Recipient Last name*: Enter the new Recipient’s last name.
iii. SSN (Last 4): Enter the last 4 digits of the new Recipient’s social security
number.
iv.  Gender: Select the gender using the radio buttons. The default selection is

male.
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v. Date of Birth*: Enter the Recipient’s date of birth by typing the date by
clicking and selecting a date from the calendar.

5. Click Next. The system will display the Emergency Contact Information tab (the
third of five tabs).

Note: Clicking Next does not save your entries. You will save at the last tab,
Payer Subscription. Do not use your browser’s Back button at any point while
you enter Recipients. If you do, you will return to the main Recipients page and
your entries will be lost.

Entering Emergency Contact Information

~Sighh  Overand ParkAgency Bl Provider v (EYNcki Grose v
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6. You have the option to enter the Recipient’s Emergency Contact information:

i. Contact Name: Enter the Emergency Contact's Name.
ii. Enter Phone Number: Enter the Emergency Contact’'s Phone Number.
iii.  Enter Relationship: Use the dropdown list to select the Emergency
Contact’s relationship to the Recipient. Choose None, Child, Friend,

Other, Parent, Sibling, Spouse, or Unknown.

7. Click Next. The system will display the Address tab (the fourth of five tabs).
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Entering a Recipient Address

8. Search for and select the Recipient’s address:
i. Be sure to start typing the Recipient’s address in the Find Address field —
the system will display a list of matching validated Google Maps validated

addresses.

ii. Select the correct address from the list.

Note: If the address you are entering is not found in Google Maps, open
another browser window, and use Google to search for the address (to
see how it appears in their database). For example, Google may have NE

as North East or vice versa, or Lakepoint as Lake Point or vice versa.

iii.  Select the Address Type — it is important that providers select an Address
Type (Place of Service) to ensure compliance with Payer’s rules that
require services be rendered at designated locations.

iv.  Enter the Recipient’s Primary Phone — You are required to enter the
Recipients phone number.

v. Enter any other optional data.

9. Click Next. The system will display the Payer Subscription tab (the fifth of five
tabs).
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Entering Payer Subscription Information

Mo Mg umg

10. Enter Payer Subscription information:

i. Payer*: Select the Payer from the drop-down list.

ii.  Plan: Click the Add New Plan icon, *, to select the Recipient’s Plan

name, Program name and Jurisdiction.
iii. Case Number: Enter the case number.
iv.  Member ID: Enter the Member’s ID.
v.  Eligibility Effective Date: Enter the date that eligibility became effective.
vi.  Eligibility End Date: Enter the date that eligibility ends.

vii.  Authorization Effective Date: Enter the date that the prior authorization

become effective.
viii.  Authorization End Date: Enter the date that the prior authorization ends.
ix. ~ Diagnosis Code*: Provider must enter at least one diagnosis code.

Note: The system will retain the billing sequence of Recipients’ Diagnosis
Codes as displayed in the Recipient’s Mobile Caregiver+ profile;

Recipients’ Diagnosis Codes will be populated into rendered service
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records in the same order as they appear in the Recipient’s Mobile

Caregiver+ profile. ***

11.Click the Save command to add the Recipient to the Mobile Caregiver+ Provider

Portal; the system will automatically link the Recipient to the agency

Note: At this point you can also choose to click the Back command to go back
and review/edit data on the previous tabs.

Do not use your browser’s Back button. You will return to the Recipients page
and all information will be lost.

If the Recipient requires a Referring Physician, please review Editing a Recipient

and/or Entering a Referring Physician.

Related topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Importing a Group of New Recipients e Deactivating a Recipient
e Editing a Recipient e Activating an Inactive Recipient
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Importing Recipients From a CSV-File

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Importing Recipients From a CSV-File

Recipients are the individuals that will receive services from Caregivers. Depending on
the Payers and programs Recipients are enrolled in, some Payers will automatically
load a Recipient’s profile data into the Mobile Caregiver+ System, while some providers
may be allowed to add Recipients to their Mobile Caregiver+ Provider Portal. For
providers that are allowed to add Recipients to the Mobile Caregiver+ Portal, they
system will display the Add Recipient command, +, located in the upper right of the
screen, and/or the Import recipients from csv-file command, ©.

Providers that are adding a large number of Recipients to the Mobile Caregiver+ Portal

should use the Import recipients from csv-file function to expedite the process.

Entering Recipient Profile Data
To enter a Recipient’s profile data into a CSV file:

1. Contact the Netsmart Client Support Team to obtain a copy of the
EvvRecipientUploadTemplate.csv template and the Upload Instructions Guide.

2. Read the instruction guide.
3. Open the EvvRecipientUploadTemplate.csv with Excel or another application.

4. Using the instruction guide, enter the Recipient’s profile data into the

EvvRecipientUploadTemplate.csv file.

Note: This file includes one row of sample data for an example to work for you to

follow. Please remember to delete this row before uploading.

Each column in the excel file has specific rules about what is an acceptable
entry, the rules are explained in more detail below.

Keep in mind, when you edit this template in Excel or Google Sheets, you must

save the file as .csv file before uploading.
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Column A — Recipient First Name.

& E [ C [ ] [ E [ F | C
1 |FirstMame |LastMame Gender DatelfBirth SsnLast4 MedicaidlD | StreetAddr
2 |George  lsmithy M 1/8/1366 9846 7961596473 22702 5W 1
] P
q 5
5_
E_

TellusEvvRecipientUploadTemplat )

e FirstName is a mandatory field.
e FirstName allows for letters and spaces only (no numbers or special characters).
e FirstName can be up to 255 characters in length or less.

Column B — Recipient Last Name.

= E C [ O [ E [ F [
1 |FirstMame |LastName |Gender |DatelfBirth Ssnlastd MedicaidlD | Street
2 |George Emithy .I'u'l 1/8/1966 9846 7961596473 22702
]
4
5 —
E -
TellusEvvRecipientUploadTemplat )

e LastName is a mandatory field.
e LastName allows for letters and spaces only (no numbers or special characters).
e LastName can be up to 255 characters in length or less.

Column C — Gender.

& B C ] E F

FirstName LastMame |Gender |DatelfBirth Ssnlast4 Medicaidll Streets
George Emithy M . 1/8/1966 9846 7961596473 22702

TellusEvvRecipientUploadTemplat )

e Recipient Gender is a mandatory field.
e The following single-character codes are the only acceptable entries:

o M= Male.

o F=Female.

o N = Non-Binary.
o O = Other.

o U = Unknown.
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& B C ]

E

9’ Mobile Caregiver+

F

FirstName LastName Gender | DatelfBirth

Sznlastd4d MedicaidlD | StreetAdc

George Smithy M 1}3{1355. SE48

7961596473 22702 5W

TellusEvvRecipientUploadTemplat o)

o DateOfBirth is a mandatory field.
e DateOfBirth must be in MONTH/DAY/YEAR format, and allows for numbers, and
“I” only, (no letters, spaces, or special characters other than “/”).

o Example: 01/15/1965.

Column E — Recipient Last 4 Digits of Social Security Number.

= [ E [ C [ O E F [ [
1 |FirstMame LastMame Gender DatelfBirth |Ssnlast4 |Medicaidll | StreetAdd
2 |George Emithy M 1/8/1966 9316. 7961596473 22702 SW
]
9 |
5 —
E -

TellusEvvRecipientUploadTemplat )

e SsnlLast4 is an optional field.

e SsnlLast4 must be 4 digits in length, and allows numbers only (no letters, spaces,

special characters).

e If a Recipient’s Last 4 digits starts with a zero saving the csv file will remove the
zero but our system will pad a leading zero to keep it 4 digits.
e Example after saving CSV file SSN is 123 => after import SSN is 0123.
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Column F — Recipient Medicaid ID.

b [ E [ C [ ] [ E F G
1 |FirstMame LastMame Gender DateCfBirth Ssnlastd |Medicaidll |StreetAddre
Z |George Smithy M 1/8/1966 SE4E ?9615951?3.22?D23W1
3
4 |
5_
E_

TellusEvvRecipientUploadTemplat )

¢ MedicaidID is a conditional field. Either Medicaid ID or Payer Member ID must be
populated.

e MedicaidlD must be 9 - 13 digits in length, and allows for numbers and letters
only, (no spaces, or special characters).

e There should not be any spaces BEFORE the MedicaidlD number starts, for
example: “123456789” is valid, and “123456789” is not valid because there is a
space before the “1”.

e If MedicaidID starts with zero, add letter “M” in front to keep leading Zero. Some
applications remove zero after saving as .CSV, our application will remove letter
“M” after import is successful.

Column G — Recipient Street Address Line 1

= [ E [ C [ ] [ E [ F (] H [

1 |FirstMame LastMame Gender DateCfBirth Ssnlast4 MedicaidlD |StreetAddressl StreetAddress2 Ci
2 |George Smithy M 1/2/15966 9846 7961596473 22702 5W uEthﬁme.Aptz M
3_

4_

=]

6 |

TellusEvvRecipientUploadTemplat )

e StreetAddressl is a mandatory field
e StreetAddressl can be up to 40 characters in length or less

e StreetAddressl may only contain:
o Letters
o Numbers
o Spaces
o These special characters:
# (number sign)
‘ (apostrophe)
. (period)
, (comma)
- (hyphen)
/ (forward slash)

5. Be sure to save the document as a CSV file.
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Importing Recipient Into the Mobile Caregiver+ Portal
To import Recipients from the CSV file:

1. From the Main Menu, click the Recipients.

8 Enghh  LaswcodAgency v BBl Provider v

B - R
i Recipent Frsitast i
T ven Nare a
= womLat Recipent DOB ® Acs
@ ClomReven
.
B erec aumonzanons.
& e [ - w . o R s ® + ®©
— - -~ - -
™ vowss Tromas - ™ pm1ee: swacosess © 7 =
) Traneg - o — 2148 PR wsersres @ s @a
O semps = P - e s ® o ®m
oo w & snazise ® 7/

2. Click the Import recipients from csv-file icon, @, located in the upper right
corner of the screen. The system will display the Open File Explorer dialog box.

- - 1T « User Guide > Managing Recipients ) Search Managing Recipients P
Organize *  New folder =- m @
B Destop A * Name Date modified Type Size
# Downloads # {3 TellusEwRecipientUploadTemplate_2019_  9/11/2019 1:15 PM Microsoft Excel Co.

&= Pictures »*

= Documents #
Getting Started
Managing Recip

Managing Users

User Guide
& Dropbox
& OneDiive
= This PC ¥
File pame: 20190814 || Microsoft Excel Comma Separa ~

Open Cancel

3. Locate and click on the CSV file.
4. Click Open.

The upload process will begin once the file is selected
Upon successful upload, a small green box in the bottom right-hand of your

screen will quickly show, saying ‘Success’
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Your screen will also update, and you should see your Recipients populated
below the headers:

Green highlighted message
indicates success.

o

§
0N N N N N NN
0 0 0 08 0B 0

i
1 1

If any errors are identified, a message containing the exact row(s) and column(s)
of the error will be shown on your screen.

Please refer to the guide above to troubleshoot the exact error(s)

Note: If there are any errors detected by the system, no records from your file will
upload, the entire file must be error free before any recipient records will upload.

Related topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
o Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Linking Caregivers to Recipients from the Linked Users Tab
Caregivers can only view PHI data for the Recipients they are assigned to work with,
and have been linked to, by their Provider Admins.
For Caregivers to view a Recipient’s data/profile, the Caregiver must be linked to the
Recipient from the Provider Portal. Provider Admins now have access rights to Link
Caregivers to Recipients from a Recipient’s Linked Users tab.
Provider Admins can link Caregivers to Recipients by one of two methods:

e Linking the Caregiver to each Recipient from the Linked Users tab of each

Recipient that is assigned to the Caregiver.

e By scheduling the first visit for each Recipient that is assigned to the Caregiver

using Add New Visit function.

This document provides instructions on linking Caregivers to Recipients from the Linked
Users tab; please refer to Adding/Scheduling Visits for detailed instruction on
scheduling visits.

Provider Admins have access rights to Link and Unlink Caregivers to Recipients from
each Recipient’s Linked Users tab.

Warning: Linking a Caregiver to a Recipient will grant the Caregiver access rights to
view PHI data for the Recipient.

To link a Caregiver to a Recipient from the Linked Users tab:

1. From the Main Menu, click Recipients.
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English

83 Dashboard Recipients
) Schedule n R
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SSN
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@ Dewsis
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[0 Deactivate Recipient
Terms of Use

9’ Mobile Caregiver+

2. From the Recipients search list, locate and click on the Actions icon, i, for the

Recipient you want to link to the Caregiver.

3. From the shortcut submenu, click Details.

7 Mobile Caregiver+ English  AlleghenyCare v Bl Provider v @Dale Carr v
8 Dashboard Recipients > Recipient Details =
B) schedule Recipient: Jill Buggs
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users
= Work List
User Name [l Role Ph Email Linked
© Claim Review
Provider Admin
dearr com NV
(2  Prior Authorizations E—
¥  Reports
an  Users
B Provider
(2] Training
0t Settings
2]  Logout
= o Copyright © 2021 Netsmart Technologies, Inc. Al rights reserved Terms of Use

4. From the Recipient Details screen, click on the Linked Users tab.

The system will display the Linked Users table with a list of all users that have

been linked to the selected Recipient.

e The Linked status field will display the Linked icon, v, if the Recipient

currently has an active link to the user.
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e The Linked status field will display the Unlinked icon, *, if the user is not
currently, but was previously, linked to the selected Recipient.

5. From the Linked Users table, click the Link User to Recipient icon, *, located

below the list of linked users. The system will display the Link User to Recipient

screen.

x

6. Enter the Caregiver’s Full Name, Phone number, or Email address in one or

more of the search fields in the header.

7. Click the blue Search command.

X

Link User to Recipient

Note: The system will display a list of all existing Netsmart EVV user Accounts
that have a matching name, email address, or phone number in the respective
profiles.
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8. Locate the user’s record and click the blue Link command, to link the Caregiver

to the Recipient.
Note: The system will link the current Recipient to the Caregiver by creating a
new User/Recipient link record. An audit record will be created with the link date.

9. Click the close command, the “X” in the upper right corner, to close the Link User

to Recipient screen.

= ¥ Mobile Caregiver+ Engish  SunshineCare(FL) v EMiProvider v @ Dale Carr

Dashboard Recipients > Recipient Details s

@ =

Schedule Reciplent: Jill Bugg

= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users

= Work List

Provider Admin
dearr 5556566789 dearr@ntst.com v

© Claim Review
]

=) Prior Authorizations

A Reports Provider Admin
TstUser dale v
&% Users Caregiver

!

B  Provider

(3] Training
£ Ssettings

3] Logout

Note: The system will display a green checkmark in the Link status field,
indicating that the Caregiver has an active link to the selected Recipient.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Unlinking Caregivers from Recipients from the Linked Users Tab

Provider Admins have access rights to Link and Unlink Caregivers to Recipients from
each Recipient’s Linked Users tab.

Warning: Unlinking a Caregiver from a Recipient will cancel the Caregiver’s access
rights to view PHI data for the Recipient. The system will automatically cancel all future
visits that the Caregiver has scheduled with the Recipient.

To unlink a Caregiver from a Recipient from the Linked Users tab:

1. From the Main Menu, click Recipients.

= 7 Mobile Caregiver+ Enghsh  SunshineCare(FL) v Bl Provider v (@ Tost User v
85 Dashboard Recipients o o+
Schedule i d
ecipient
First/Last jin X RM“""""‘ gg"”'"“

= \Visits Name ledicaid 1D

- Recipient Recipient Active /

= Work o} Active

orkHlat D08 Member D Inactive

© Claim Review

()  Prior Authorizations

A Reports

&% Users lony Harrison FEMALE 1111110009 0009 17237 ® @
e e wmmeow oo 0 ®eo

B Provider s © ‘v

[ Training 7 E

1
& setings [0 Deactivate Recipient
3] Logout
Privacv Policy Convriaht © 2021 Netsmart Technolooies Inc All riohts reserved Terms of Use

2. From the Recipients search list, locate and click on the Actions icon, i, for the

Recipient you want unlink from the Caregiver.

3. From the shortcut submenu, click Details.
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= Mobile Caregiver+ Engish  SunshineCare(FL)v  BlllProvider v @ Dale

53 Dashboard Recipients > Recipient Details

() schedule Reciplent: Jill Buggs

= \Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users

= Work List

© Claim Review

Provider Admin
) Prior Authorizations dearr e 5556566789 dearr@ntst.com v
A Reports Provider Admin
TstUser 5556566789 dale.carr@4tellus.com v
- Users Caregiver

GO Unlink User
28 Recipients b

£ Audit History
e Provider

Send Message to Us
[&] Training

O Settings

2] Logout

4. Click on the Linked Users tab.

The system will display the Linked Users table with a list of all users that have
been linked to the selected Recipient.
e The Linked status field will display the Linked icon, , if the Recipient
currently has an active link to the user.
e The Linked status field will display the Unlinked icon, *, if the user is not
currently, but was previously, linked to the selected Recipient.

5. Click on the Actions icon, #,located to the right of the linked Caregiver’s record.

6. From the shortcut submenu, click the Unlink User.

o Warning

Unlinking this user and recipient will cancel ALL future visits for this user and
recipient. Are you sure you want to proceed? All visits will be permanently
removed. This cannot be undone.

Proceed Cancel

7. From the Unlink User warning confirmation dialog box, click Proceed to unlink

the Caregiver.

Note: The system will unlink the Caregiver from the selected Recipient. An audit
record will be created with the unlinked date.
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Warning: Unlinking a Caregiver will automatically revoke the Caregiver’s access
to PHI data for the Recipient and cancel all future visits that have been
scheduled with the Recipient. If you want to reassign scheduled visits to a
different Caregiver, you must reschedule the visits prior to unlinking the

Caregiver.

= O Mobile Caregiver+ English  SunshineCare(FL) v  Blll Provider v @ Dale

Recipients > Recipient Details

3 Dashboard

Schedule Recipient: Jill Buggs

A 3

Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users

Work List

Claim Review
Provider Admin

Prior Authorizations dearr 5556566789 dearr@ntst.com 7

T3 @ i

Reports Provider Admin
TstUser 5556566789 dale carr@4tellus.com X
- Users Caregiver

i

E Provider
(3] Training
L Settings

2]  Logout

Note: The system will display a red “* ” in the Link status field, indicating that the

Caregiver does not have an active link to the selected Recipient

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Relinking Caregivers to Recipients from the Linked Users Tab

Provider Admins have access rights to Link and Unlink Caregivers to Recipients from
each Recipient’s Linked Users tab.

Warning: Linking a Caregiver to a Recipient will grant the Caregiver access rights to
view PHI data for the Recipient.

To relink a Caregiver to a Recipient from the Linked Users tab:

1. From the Main Menu, click Recipients.

= Mobile Caregiver+ Englsh  SunshineCare(FL) v Bl Provider v O est user v
55 Dashbosrd Recipients L+
()  Schedule N
ecipient
J Recipient Recipient
First/Last i X
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o Recipient Recipient Active /
= Work List ] Active
o8 Member 1D Inactive
© Claim Review
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- Buggs FEMALE SRR s 70 © o
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=} 0 - © Detsis
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© 9 /e
Settings
o e [0 Oeactivate Recipient
5]  Logout
Privacy Policy Convrioht © 2021 Netsmart Technoloaies Inc All riohts reserved Terms of Use

2. From the Recipients search list, locate and click on the Actions icon, i, for the

Recipient you want relink to the Caregiver.

3. From the shortcut submenu, click Details.
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— ﬁ Mobile Caregiver+ English  SunshineCare(FL) v Bl Provider v Bnale
53 Dashboard Recipients > Recipient Details
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4. Click on the Linked Users tab.

The system will display the Linked Users table with a list of all users that have
been linked to the selected Recipient.
e The Linked status field will display the Linked icon, , if the Recipient

currently has an active link to the user.

e The Linked status field will display the Unlinked icon, *, if the user is not

currently, but was previously, linked to the selected Recipient.

5. Click on the Actions icon, :,located to the right of the unlinked Caregiver’s

record.

6. From the shortcut submenu, click Link User.

Note: The system will relink the Caregiver to the selected Recipient. An audit

record will be created with the linked date.
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English  SunshineCare(FL) v B3Il Provider v Bnale

The system will display a green checkmark “~” in the Link status field, indicating

that the Caregiver currently has an active link to the selected Recipient

Related Topics:

Searching for and Viewing

Recipients
Adding a New Recipient

Editing a Recipient
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Reviewing Caregivers Link Audit History
Providers have access rights the Link Audit History reports for Caregivers.

To review the Link Audit History for a Caregiver:

1. From the Main Menu, click Recipients.
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2. From the Recipients search list, locate and click on the Actions icon, i, for the
Recipient you want to review the link audit history.

3. From the shortcut submenu, click Details.

& Mobile Caregiver+ English  SunshineCare (FL) v B3Il Provider v O pale Ca

52 Dashboard Recipients > Recipient Details

B)  Schedule Reciplent: Jill Buggs
= Visits
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4. Click on the Linked Users tab.
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The system will display the Linked Users table with a list of all users that have
been linked to the selected Recipient.
e The Linked status field will display the Linked icon, v, if the Recipient
currently has an active link to the user.
e The Linked status field will display the Unlinked icon, *, if the user is not
currently, but was previously, linked to the selected Recipient.

5. Click on the Actions icon, i, located to the right of the unlinked Caregiver’s

record.

6. From the shortcut submenu, click Audit History.

Note: The system will display the Link Audit History for the Caregiver.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Adding a New Recipient e Deactivating a Recipient
e FEditing a Recipient e Activating an Inactive Recipient
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Viewing Designee Information

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Viewing Designee Information

A Provider Administrator has the ability to view designee information that is passed from

the CareRecord.

To view designee information:

1. From the Main Menu, click Recipients.

/
®
s L]
@
o
@

2. Find the Recipient and click on the Actions icon, :, for the Recipient that you

want to view designee information.

3. From the submenu, click Details.

The system will automatically display the General tab of the Recipient Details

screen.

4. Click on the Designees tab.

169

>



— =
*f Mobile Caregiver+

9’ Mobile Caregiver+

==English  UAT Netsmart Demo % ]| Provider v @) isabells Ikhatri Schissler v

8%  Dashboard Recipients » Recipient Details

B schedue Recipient: Roberio Gil
= visis
Geners Addrasses Payer Subscriptions Notas Documents Reterming Ehysician Linkes Users
= Work List
Relatan: Emai Effective Date End Date

© Claim Review

Frank G PARENT tgp@rackmai com 20722-41.06T21-16:50.000-0000 2022-11.06721-16:50.000-00:00
(™ Pror Authenzations

Hecor G SIBLING nogrockmal com 2072-1108TZ1:16:50 000400100 202211.06721:16°50.000+00700
A Reports

floms por paga 20
2 Users
22 Recpients
B  Provider
] Training
£ Settings
5] Logout
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All ights reserved Terms of Use

All active and inactive designees’ information will display. The information

includes the first and last name, the relationship, the email, effective date, and

end date.
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Editing a Recipient

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient

Depending on the Payers and Programs Recipient are enrolled in, some providers may
have limited access rights to update profile data for Recipients that are automatically
loaded into Mobile Caregiver+ Portal, such as adding additional address, while other
providers may be allowed to manually add and modify all Recipient data.

To update a Recipient’s profile data:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, ¥, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will display the Edit Recipient screen.
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4. From the Edit Recipient screen, providers can edit one of more of the following:

Edit Recipient Editable Profile Detail(s)

Tab

General . . : :
Recipient’s demographic and emergency contact information.

Address All providers will be able to add, remove, and manage
Recipient’s list of address(es).

Payer

Review Payer(s) information and edit Recipient’s Diagnosis
Subscriptions Code(s).

***Note: The system will retain the billing sequence of
Recipients’ Diagnosis Codes as displayed in the Recipient’s
Mobile Caregiver+ profile; Recipients’ Diagnosis Codes will
be populated into rendered service records in the same order
as they appear in the Recipient’s Mobile Caregiver+

profile ***

Notes Add notes to Recipient’s EVV record and review Caregivers’
notes — Recipient notes can be viewed by Caregivers.

Documents Add Documents to Recipient’s EVV record — Recipient
document(s) can be viewed by Caregivers.

Referring

Physician Add and manage the Recipient’s list of referring physicians.
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Updating Recipient’s General Recipient Information

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Updating Recipient’'s General Information

The General tab displays the Recipient’s basic information and emergency contact
information.

Depending on the Payers and Programs Recipients are enrolled in, some providers may
have limited access rights to update demographic data for Recipients that are
automatically loaded into Mobile Caregiver+ Portal, while other providers may be
allowed to manually add and modify all Recipient data. All providers will have access

rights to add and edit Recipient emergency contact information.

To update a Recipient’s general information:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, i, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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Emergency Contact

Depending on the Payer Recipients are enrolled with, some providers may be

able to edit the following demographic data for the Recipient’s:
e Recipient First Name
e Recipient Last Name
e Recipient SSN
e Recipient Medicaid ID
e Gender
e Date of Birth

All providers will have access rights to add and the following Recipient’s

emergency contact information:
e Contact Name
e Phone Number
e Relationship
4. Scroll to the bottom of the tab and click Save to save any changes

Click Reset to clear all changes.

Related Topics:

e Searching for and Viewing e Adding a New Recipient
Recipients e Editing a Recipient
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o Uploading Documents for a e Deactivating a Recipient
Recipient e Activating an Inactive Recipient
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Updating Addresses

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Updating Addresses

All addresses on file for the Recipient are listed on Address tab. The yellow star

indicates the primary address.
All providers will have access rights to add a new address, and to edit Recipient

address information.
To update the address information for a Recipient:

1. From the Main Menu, click Recipients.

FrsLast Name Raciiert Medcast D

2. Find the Recipient and click on the Actions icon, :, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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5. Click on the address that you want to update.
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6. Edit the Recipient’s address.
If you are updating the address, be sure to start typing the address in the Find
Address field — the system will display a list of matching validated Google Maps

addresses.

i.  Select the correct address from the list.
Note: If the address you are entering is not found in Google Maps, open
another browser window, and use Google to search for the address (to
see how it appears in their database). For example, Google may have NE

as Northeast or vice-versa, or Lakepoint as Lake Point or vice-versa.

ii. Selectthe Address Type — it is important that providers select an Address
Type (Place of Service) to ensure compliance with Payer rules that require

services to be rendered at designated locations.

iii. Editthe Recipient’s Primary Phone — You are required to enter the

Recipient’s phone number.

iv.  Click the Set as Primary switch, to set the current address as the primary

address.
v. Edit any other optional data.

7. Scroll to the bottom of the tab and click Save to save any changes

Click Reset to clear all changes.
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Adding a New Address

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Updating Addresses > Adding a New Address

All addresses on file for the Recipient are listed on Address tab. The yellow star
indicates the primary address.
All providers will have access rights to add new addresses, and to edit Recipient

address information.

To add a new for a Recipient:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, :, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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4. Click on the Addresses tab.

5. Click on the Add New Address icon, .
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Recipients > Add Recipient

Visits. Hecirent Seact Becowdivtormston  EmegexyCovad Adwew

6. Enter the Recipient’s address information.

Be sure to start typing the Recipient’s address in the Find Address field — the

system will display a list of matching validated Google Maps addresses.

i.  Select the correct address from the list.
Note: If the address you are entering is not found in Google Maps, open
another browser window, and use Google to search for the address (to
see how it appears in their database). For example, Google may have NE

as North East or vice-versa, or Lakepoint as Lake Point or vice-versa.

ii. Selectthe Address Type — it is important that providers select an Address
Type (Place of Service) to ensure compliance with Payer rules that require

services be rendered at designated locations.

iii.  Enter the Recipient’s Primary Phone — You are required to enter the

Recipient’s phone number.
iv.  Enter any other optional data.

7. Click Save when you finish making your entries, or, to clear your entries, click

Reset.

Related Topics:

e Searching for and Viewing e Editing a Recipient
Recipients e Uploading Documents for a
e Adding a New Recipient Recipient
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o Deactivating a Recipient e Activating an Inactive Recipient

e Sending a Message to a User Editing User Roles

e Resetting User Passwords
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Changing Recipient’s Primary Address

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Updating Addresses > Setting an Address as Primary

The system will automatically enter the primary address as the start and end address
for visit that are being added for a Recipient.

To set an address as the primary address for a Recipient:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, :, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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5. Click on the Actions icon, i, for the address you want to set as primary.

6. From the shortcut submenu, click Set Address as Primary.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
o Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Deleting an Address

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Updating Addresses > Deleting an Address

Provider will be able to delete the old address from a Recipient’s Mobile Caregiver+

profile.

To delete an address:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, i, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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5. Click on the Actions icon, ¥, for the address you want to delete.

6. From the shortcut submenu, click Delete Address.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Adding New Payer Subscriptions (User to contact Netsmart customer

service)

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Adding New Payer Subscription

The Payer Subscriptions tab displays and lists all Payers the Recipient is enrolled with.
From the Payer Subscriptions tab, providers can:
e Add a new payer

o Delete a payer

o Add a Payer Subscription Plan

o Edit a Payer Subscription Plan

o Edit a Recipient’s Diagnosis Code

To Add a Payer Subscription:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, i, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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5. Click the “Add New Payer Subscription” icon, ™, at the bottom of the list of

payers to open the Add New Payer Subscription form.
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Add New Payer Subscription

Select Payer *

FLT

Payer subscriptions already exists, please modify enrsting payer subscripton

Plan/Program StartDate  EndDste  SetDefoult  Notes

No Records Found

Case Number: ~ Case Number

Internal Recipi Internal R
Reference: -

9’ Mobile Caregiver+

6. Click in the Payer field to select a payer.

Adding Payer Subscription Program/Plan

Click the Select Program/Plan icon, *, to select a program/plan that is

offered by the selected payer.

Plan X

Plan

Plan is required!

Choose start date o] Choose end date ]

[ Set Default

Click in the Plan field to select the Recipient’s subscription plan for the

selected payer.

Plan X

Plan

Plan: FMSP | Program: NONE | Jurisdiction: FL -
( Effective Date: 08/31/2014 | Expiration Date: 12/30/399¢ ) I

Plan: SMMA | Program: PACE | Jurisdiction: FL
( Effective Date: 12/31/1899 | Expiration Date: 12/31/2098 )

Plan: SMMA | Program: NULL | Jurisdiction: DE
( Effective Date: 12/31/1899 | Expiration Date: 12/31/1898 ) ‘

Plan: SMMA | Program: NULL | Jurisdiction: NO
( Effective Date: 12/31/1899 | Expiration Date: 12/31/1899 )

Plan: SMMA | Program: NULL | Jurisdiction: GA
( Effective Date: 12/31/1899 | Expiration Date: 12/31/1899 )
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iii.  From the list, select Program/Plan you want to add to the Recipients
Mobile Caregiver+ EVV profile.

Add New Payer Subscription

Payer Member ID: ~ Payer Member ID

Eligibility Effective  gjigpility Effective Date G
Date:
Eligibility End Date:  Eligibility End Date G
Enter Diagnosis Code
Diagnosis Codes: R54 @ R69 @ | View Voided Codes

7. Scroll down to the bottom of the Add New Payer Subscription form and enter the

Recipients Primary Billing Diagnosis and any secondary codes.

Note: The system will retain the billing sequence of Recipients’ Diagnosis Codes
as displayed in the Recipient’s Mobile Caregiver+ profile; the Diagnosis Codes
will be populated into rendered service records in the same order as they appear

in the Recipient’'s Mobile Caregiver+ profile

8. Click Save when you finish making your entries, or, to clear your entries, click
Reset.
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Adding Programs/Plans to Existing Payer Subscription

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Adding New Payer Subscription Plan

Depending on the Payer, some Recipient may be enrolled in multiple Programs/Plans
with a single payer. The payer will upload all subscription data for Recipients that are
enrolled in multiple Programs/Plans to the Mobile Caregiver+ Provider Portal . The
Mobile Caregiver+ Provider Portal allows Provider Admins to select and configure a
Recipient’s Mobile Caregiver+ EVV profile with multiple Programs/Plans enrollments for
a single payer.

To add a Program/Plan to an existing Payer Subscription:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, :, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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< General Addresses Payer Subscriptions Notes
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Payer  Jurisdiction internal Recipient Reference Payer Member 1D Diagnosis Codes
o Claim Review
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4. Click on the Payer Subscriptions tab.

Recipients > Edit Recipient

ashbe
Schac Recipient:
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Work List
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Click on the payer’s record to view the details
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5. Click on the payer’s record to view the details.

FIT1  Florida FLT1-BR123456780-19450704 RS54 R69
General Share Of Costs.
Select payer
Payer:  FIT1

Plan/Program Start Date End Date. Set Default. Notes @
Plan:

Ne Records Found

6. Click on the Select Program/Plan icon, ¥, to select a program/plan that is

offered by the selected payer (Providers can add multiple programs/plans that a

Recipient is enrolled in with the selected payer).
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Plan x
Plan

lan is required!
Choose start date f  Choose end date 5]
[ Set Default

7. Click in the Plan field to select a plan.

Plan X

Fan
Plan: FMSP | Program: AKCM | Jurisdiction: FL

Plan: NONE | Program: NONE | Jurisdiction: FL
( Effective Date: 08/26/2021 | Expiration Date: 08/26/2039 )

Plan: FMSP | Program: AKCM | Jurisdiction: FL
( Effective Date- 01/17/2022 | Expiration Date: 01/17/2043 )

[ Set Default

9’ Mobile Caregiver+

8. From the list, select the Program/Plan you want to add to the Recipient’s Mobile

Caregiver+ EVV profile.

9. Enter the start date and end date for the plan.

10. Click the blue Submit command.

i. Repeat steps 6 through 10 to add any additional Program/Plan that the

Recipient is enrolled in with the selected payer subscription.

Related Topics:

e Add a new payer

e Delete a payer

e Adding Payer Subscription Plan

e Editing Payer Subscription Plan

e Editing Diagnosis Code
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Editing an Existing Payer Subscriptions (User to contact Netsmart

customer service)

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Updating Payer Subscriptions

To edit an existing Payer Subscription Plan:

1. From the Main Menu, click Recipients.

2. Find the Recipient and click on the Actions icon, i, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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4. Click on the Payer Subscriptions tab.

Recipients > Edit Recipient

Dashboard

@
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5. Click on the payer’s record to view the details.

FITI  Fiorida FLT1-BR123456785-19450704 RS54  R69
General Share Of Costs
et Pager
Payer. FUT! S —— N

Edit

Plan/Frogram Start DateEnd DateSet Defaulthotes|  Delete

Plan

Plan: FMSP | Program: AKCM | Jurisdiction: FL 4/1/22 4¢1/25

6. Click on the Actions icon, ¥, for an existing Plan.

7. From the shortcut, click Edit.
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Plan X
Plan

Plan: FMSP | Program: AKCM | Jurisdiction: FL

Choose start date Chaose end date

04/01/2022 (al 04/01/2025 a]

O Set Default

8. Click in the Plan field to select a plan.

Plan x
Blan

Plan: FMSP | Program: KONE | Juriseiction: FL
{ Effective Date: 08/21/2014 | Expiration Date: 12/30/3099 )
Plan: SMMA | Brogeam: PACE | Jus ior: L
{ Fffective Date: 12/21/1899 | Expiration Date: 12/31/2098)

Plan: SMMA | Brogram: NULL | Jusdietion DE
{ Effective Date: 12/31¢189% | Expiration Date: 12/31/1899 )
Plan: SMMA | Progeam: NULL | Jurisdiclion: NO.
{ Effective Date: 12/31/1899 | Expiration Date: 1213141899 )

Plan: SMMA | Progeam: NULL | Jursdiction:

ca
{ Effective Date: 12/311899 | Expiration Date: 123141899 )

9. From the list, select the plan.
10. Enter the start date and end date for the plan.
11.Click the blue Submit command.
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Updating a Recipient Diagnosis Code(s)

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Updating Payer Subscriptions

To edit a Recipient’s Diagnosis Codes:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, :, for the Recipient whose

profile you want to edit.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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Recipients > Edit Recipient
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Recipient Last Name:  Recipient
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e o e
Dateof Birth  07/04/19%9 -
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4. Click on the Payer Subscriptions tab.
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Recipients > Edit Recipient

3 Dashboard
Schedule Reciplent: Ve R
T Yo General Addresses Payer Subscriptions Notes Documents. Referring Physician
1 3456729- RSt ReY
» on 4009 =

Click on the record for Payer whose Diagnosis Code(s)
you want to edit.

5. Click on the record for Payer that insures the Recipient, whose Diagnosis

Code(s) you want to edit.
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6. Enter the Recipients Primary Billing Diagnosis and any secondary codes.

Note: The system will retain the billing sequence of Recipients’ Diagnosis Codes
as displayed in the Recipient’s Mobile Caregiver+ profile; the Diagnosis Codes
will be populated into rendered service records in the same order as they appear

in the Recipient’s Mobile Caregiver+ profile

7. Click Save when you finish making your entries, or, to clear your secondary
entries, click Reset.

a Update Diagnosis Codes

Would you like to also save this change to all unreleased claims?

Yes No

Warning: The system will prompt you to save the change(s) “to all unreleased
claims.” Clicking “Yes” will automatically update the Diagnosis Code(s) and

billing order for all unreleased service records that are currently in the Work List.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
o Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Viewing Voided Diagnosis Code(s)

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Viewing Voided Diagnosis Codes
The Mobile Caregiver+ Provider Portal will automatically void any invalid and/or non-
ICD10 Diagnosis Codes that are added to a Recipient’s Mobile Caregiver+ EVV profile.

To view Diagnosis Codes that have been voided for a Recipient:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, i, for the Recipient whose

voided Diagnosis Codes you want to view.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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Teems of Use

4. Click on the Payer Subscriptions tab.

Recipients > Edit Recipient
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5. Click on the record for Payer’s that insures the Recipient, whose voided

Diagnosis Code(s) you want to view.
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6. Click on the View Voided Codes command to view a list of invalid Diagnosis

Codes that have been voided from the Recipient's MCG+ EVV profile.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Deactivating a Payer (Provider must first contact Netsmart Client Service)

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Updating Payer Subscriptions > Deleting a New Payer

When a Payer is no longer authorized to bill Medicaid (for example, because they did

not recertify) or if your agency no longer accepts a Payer, you can delete the Payer:

1. Click the Actions icon, i, for the payer you want to deactivate.

a8 Usas

2. From the shortcut submenu, click the Deactivate Subscription checkbox, a

checkmark, indicates the Payer is inactive.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Entering Notes

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Entering Notes

Provider Admins have can add notes to Recipient EVV records from the Provider Portal.

To enter/review a Recipient’s notes:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, :, for the Recipient whose

notes you want to edit/view.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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L

4. Click on the Notes tab.

L 2

Note: Notes displaying a yellow triangle, 4, are Caregiver notes, sent as alerts,
from the Mobile Caregiver+ application.

Provider can search/filter for note entries by keyword(s) and date range. Provide
can enter keyword(s) in the Search Notes field and/or enter a Start Date and
End Date to filter the list. Provider can sort the list by clicking any of the column
headings.

5. Click on the blue Add Note command to enter a new note.
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Add New Note

Note*
Provider can ENTER NOTES HERE.

Nate Type*
Alert

ote Prerty
Normal

Enter new note in the Add New Note dialog box.
Select the Note Type.

Select the Note Priority.

© © N ©

Click the blue Save command to add the new note to the Recipient’'s EVV record.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Adding a New Recipient o Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Managing Documents in a Recipient’s EVV Record

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Managing Documents in a Recipient’s EVV Record

Documents can be added to Recipients EVV records on the Documents tab of the Edit
Recipient screen.

To add/review documents in a Recipient’s EVV record:

1. From the Main Menu, click Recipients.
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2. Find the Recipient and click on the Actions icon, ¥, for the Recipient whose

notes you want to edit/view.
3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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4. Click on the Documents tab.

= 7 Mobile Caregiver+

Recipients > Edit Recipient

Dashboard

Schedule

i@

Visits
Notes.

Work List

Search Document
Claim Review

Prior Authorizations

T B @ i

Reports

&% Users

B  Provider
(3] Training
0 Settings

B8] Legon

Brivacy Balicw Fnewrinht @ 2091 Natemart Tachnnlnaies Ine

English  Sunshine Care (FL) v

Documents

= I

Referring Physician

Al rinkts recsred

Termea nf l1ee

Note: Caregivers’ will be able to download and view documents in Recipients’

EVV profiles from the Mobile Caregiver+ application.

Providers can searchffilter for note entries by keyword(s). Provide can enter

keyword(s) in the Search Notes field and click the blue search command.

Provider can sort the list by clicking any of the column headings.

5. Click on the blue Actions icon, i, next to the document you want to manage.
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& Mobile Caregiver+ Sunshine Care (FL) v Bl Provider ~ () Dole Carr v

Recipients > Recipient Details

Dashboard

Schedule Reciplent: lony Harrison

i @

Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician

= Work List

P Search Document ==
() Prior Authorizations Mama iated Paye Fla tame

A Reports Addsions! Emergency Contacts fm docurmentBmesgency Contact List Dole Carr 082112021

A% Users

B Provider
[ Training
£ Settings

5]  Logow

Privacy Policy Coovriaht © 2021 Netsmart Technolonies. inc. All riohts reserved Terms of Use

6. From the shortcut submenu, providers can select one of the following

management options:
e Delete — To delete the document.
e Download — To download the document.

e Browser — To view the details for the document.

Related Topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
o Adding a New Recipient e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Editing a Recipient > Entering a Referring Physician

Provider can add referring physician data for Recipients that require a Referring

Physician for services; the Referring Physicians tab allows providers to add to the

Mobile Caregiver+ Portal, to select, and to link Referring Physicians to Recipients.

To add a Referring Physician to the Mobile Caregiver+ Portal:

1. From the Main Menu, click Recipients.

2. Find the Recipient and click on the Actions icon, :, for the Recipient whose

notes you want to edit/view.

3. From the shortcut submenu, click Edit.

The system will automatically display the General tab of the Edit Recipient

screen.
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4. Click on the Add Referring Physician tab.

English  Sunshine Care (FL) v Bl Provider v )Dale Carr v
95 Dashboard Recipients > Edit Recipient
B schedue Recipient: (ony Harrison
= Visits
General Addresses Payer Subscriptions MNotes Documents. Helerring Physician
= Work List
Enter Referring Physician First Name Enter Referring Physician Last Name Enter Referring Physician ID
@  Claim Review
I =
A Reponts There are no Referring Physicians for this Recipient
-
&% Users
B Provider
(3] Training
£ Settings
3] Logowt
Privacy Policy Coovricht © 2021 Netsmart Technolocies. Inc. All riohts reserved. Terms of Use

5. Click the blue Add Referring Physician command.
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Link Referring Physician

Cruer Redermng Prysican Fes Name
451245784

Note: The system requires that providers search to see if the Referring Physician
has already been added to the Mobile Caregiver+ System, in which case the

provider would simply link the Recipient to the Referring Physician.

. Enter partial, or complete, search parameter value(s) in one or more of the
following fields: First Name, Last Name and/or Physician ID in the Link
Referring Physician dialog box.

. Click the blue Search command.

Note: The system will search for any existing Referring Physician record; if there
is no existing record for the Referring Physician, they system will display a Link
Referring dialog box to allow the User to enter a new Referring record (please

skip to step 9).
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Epser Betermng Pryscan Frst Name
charle Enter Referring Physician Last Name  Enter Refering Physician ID

Add Different Referring Physician

Fest  Belerring Physicien Last " Qberring Pysican N
s Feterrig Popsicsan (0 =

darwin 001234567 NPI1234567

e sy

Warning

Be sure to confirm that the Referring Physician’s

information is accurate before linking a Recipient
to an existing record.

228010200
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If the Referring Physician was already added to the Netsmart System Portal, the

system will display the Referring Physician’s record; if the information is

accurate, the provider can click the blue Link Physician command to link the

Recipient to the Referring Physician, or click the blue Add Different Referring

Physician to add a new record.

Link Referring Physician

charles 001234567

Referring Physician Not Found
Add v Py
Physician to the Reciient

Reterming Prysicsan Fest Naeme *

charles

Rederting Physician Last Narme *

darwin

Retering Physicien 1D *
001224567

Reterting Physician N Tasanomy
NPI1234567

D Set Referring Physician as Primary

8. Enter the Referring Physician’s First Name, Last Name, Physician ID, and NPI

Taxonomy in the Link Referring Physician dialog box.
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9. Click the blue Save command to add the Referring Physician to the Netsmatrt
System; the system will automatically link the Recipient to the new Referring

Physician.

Related topics:

e Searching for and Viewing e Uploading Documents for a
Recipients Recipient
e Adding a New Recipient e Deactivating a Recipient
e Importing a Group of New Recipients e Activating an Inactive Recipient
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Deactivating a Recipient

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Deactivating a Recipient

When Recipients are added to the Mobile Caregiver+ System they automatically have
the status Active. Providers can deactivate Recipients who you no longer provide
services for, who are no longer eligible for services, or who were entered under the
wrong agency.

Deactivating a Recipient does not remove the Recipient’'s EVV profile from Netsmart
EVV System; it simply unlinks the Recipient from an agency. Providers can activate or
de-active Recipients at any time.

To deactivate a Recipient:

1. From the Main Menu, click Recipients.

2. Find the Recipient and click on the Actions icon, §, for the Recipient that you

want to deactivate, unlink from the agency.
3. From the shortcut submenu, click Deactivate Recipient checkbox.

The system will automatically deactivate the Recipient; the Recipient will no
longer appear in the Active Recipients List - The system does not allow users to
create new visits, new claims, or display Prior Authorization and reports for

inactive Recipients. .
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Related topics:

e Searching for and Viewing e Editing a Recipient
Recipients e Uploading Documents for a
e Adding a New Recipient Recipient
o Importing a Group of New Recipients e Activating an Inactive Recipient
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Activating an Inactive Recipient

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Recipients >

Activating an Inactive Recipient

To activate an inactive Recipient:

1. From the Main Menu, click Recipients.

Detalls

Edit

Activat
]
]
]
=
L]
=

2. Find the Recipient and click on the Actions icon, :, for the Recipient that you

want to activate, relink to the agency.
3. From the shortcut submenu, click Activate Recipient checkbox.

The system will automatically reactivate the Recipient; the Recipient will now

appear in the Active Recipients List.

Related topics:

e Searching for and Viewing e Editing a Recipient
Recipients e Uploading Documents for a
o Adding a New Recipient Recipient
o Importing a Group of New Recipients e Deactivating a Recipient
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Managing Provider Agencies

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies

In most cases, provider Agencies and Payers (including service codes and payment
rates) are uploaded to the Mobile Caregiver+ Provider Portal and you will rarely have to
perform the functions discussed in this section. Also, not all provider agencies have
access rights to edit their provider settings; the Payer will determine whether providers
can edit their Provider settings, as well as the settings they can modify. Contact
Netsmart Customer Support if you have questions before changing any Provider
settings.

Click a topic below:

Searching for a Provider Agency

Updating Provider Agency Details

Managing Payers

Searching for a Payer

Assigning Tasks to a Payer Service Code

Manually Adding a New Task for a Payer Service Code

Deleting Manually Added Tasks for a Payer

Linking a Payer to a Provider

Deleting Payers

Managing Contractors

Searching for a Contractor

Linking a Provider to a Contractor

Deleting a Contractor

Managing Payer Override Rates

Searching for a Specific Payer Override Rate

Adding a Payer Override Rate

Updating a Payer Override Rate

Restoring a Payer Override Rate
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Deleting a Payer Override Rate

Viewing the Mobile Caregiver+ Details for a Provider Agency

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Provider

Agencies > Searching for a Provider

To view the Mobile Caregiver+ Details for a provider agency:

1. If your account is linked to multiple locations, click the agency name in the

banner to see a dropdown list of all agencies.

2. From the list, select the agency/location you want to view the provider details for.
The system will display the Provider Details tab. If your account is linked to
multiple locations, click the agency name in the banner to see a dropdown list of
all agencies.

Note: The provider Short Name is the name that is displayed in the dropdown list.
Users can only see provider agencies that they have been invited/linked to. See

Inviting an Existing User to your Agency.
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The system will display the Details for the selected agency.

Related Topics

o Updating Provider Agency Details e Managing Contractors

e Managing Payers e Overriding Payer Rates
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Updating Provider Agency Details

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Provider

Agencies > Updating Provider Agency Details

To update a provider agency’s details:

1. If your account is linked to multiple locations, click the agency name in the
banner to see a dropdown list of all agencies and select the one you want to
update.

2. From the Main Menu, click Provider; the system will automatically display the

Provider Details tab.
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3. Click the edit icon, @, located in the top left corner of the screen.
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Edit profile

Name : Short Name *

Leawood Agency| Leawood Agency

Address Line 1 * Address Line 2

4900 College Bivd Floor 2

ity State *

Leawood KS Region

Zip * Phone Number *

66211 (913) 555-7777
Medica IC

Email * KS12345P

Browse
Logo

User can edit permissible values in their Provider profiles.

4. Click Update to save any changes. The system will return to the initial Provider

Details screen.

Related Topics

e Searching for a Provider Agency ¢ Managing Contractors

o Managing Payers e Overriding Payer Rates
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Managing Payers

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payers

In this section you will find information about:

Searching for a Payer

Activating and Deactivating Tasks for a Payer

Manually Adding a New Task for a Payer

Deleting Manually Added Tasks for a Payer

Adding a Medicaid ID at the Payer / Plan / Program Level

Editing a Provider Medicaid ID at the Payer / Plan / Program Level

Deleting a Provider Medicaid ID at the Payer / Plan / Program Level

Linking Provider to Payers

Deleting Payers

Note: Not all agencies are authorized to add, link, or delete payers. Please contact

Netsmart Client Support before changing any Payer settings for your agency.
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Searching for a Payer

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payers > Searching for a Payer

To search for a Payer:

1. If your account is linked to multiple locations, click on active agency name in the

banner to see a dropdown list of all agencies.

2. From the list, select the agency/location whose Payer(s) you want to view.

3. From the Main Menu, click Provider.

4. Click the Payers tab to see the Payer(s) associated with the agency.

5. Enter all or part of the Payer’s name in the Search Payer field.
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6. Click the blue Search command. The system will display a list of Payer(s) that
match the search parameter.

:.l'.“,.'f.;», "
Related Topics
o Updating Provider Agency Details e Managing Contractors
e Managing Payers e Overriding Payer Rates
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Assigning Preconfigured Tasks to a Payer Service Code

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payers > Assigning Preconfigured Tasks to a Payer Service
Code

Depending on the Payer and Program Recipients are enrolled in, some Payers will
automatically upload Tasks (also known as Plan of Care Activities or Daily Living
activities) to the Provider Portal; some payers allow providers to add and manage
Tasks.

All Tasks should be configured as part of the setup process before providers begin

adding/scheduling visits in their Mobile Caregiver+ Provider Portals.

To assign preconfigured Tasks to a Service Code:
1. From the Main Menu, click the Provider.

2. Click the Payers tab.

3. Find the Payer you want to whose tasks you want to configure, then click on the

Payer’s record to view the detalils.
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4. Scroll down in the Payer’s Details screen to view the list of Service Codes that

are configured for the Payer.
5. Click the Actions, :,icon for the Service Code you want to configure Tasks for.

6. From the shortcut submenu, click Manage Tasks
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7. Place a checkmark in the checkboxes for all preconfigured Tasks to be assigned

to the selected service code.

8. Scroll the bottom of the Tasks form and click the blue Save command to save

and assign the Task(s) to the selected service code.

Click the Done command to exit the Tasks form.

Related Topics

o Updating Provider Agency Details e Managqging Contractors

o Managing Payers e Overriding Payer Rates
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Manually Adding a New Task for a Payer Service Code (Available if

program allows it)

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payers > Assigning a Task to a Payer Service Code

Depending on the Payer and Program a Recipient is enrolled in, some Payers will
automatically upload Tasks (also known as Plan of Care Activities or Daily Living
activities) to the Provider Portal; some Payers allow providers to add and manage
Tasks.

All Tasks should be configured as part of the setup process before providers begin

adding/scheduling visits in their Mobile Caregiver+ Provider Portals.

To manually create and add custom Tasks to a Service Code:
1. From the Main Menu, click Provider.

2. Click the Payers tab.

3. Find the Payer whose tasks you want to configure, then click on the Payer’s

record to view the details.
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4. Scroll down in the Payer’s Details to view the list of Service Codes that are

configured for the Payer.

5. Click the Actions icon, i, for the Service Code you want to add a new Task to

and select Manage Tasks.
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6. Click the Add New Task, B3, command + Add command.
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7. Enter the description for the Task in the Description field.
8. Enter a four-letter code for the Task in the CSV TypeCode field.
9. Click the blue Save command to add the custom Task to the list of Tasks.

10.The new task is added to the bottom of the list; the new Task will automatically

be selected.

11.Scroll the bottom of the Tasks form and click the blue Save command to save

and assign the Task(s) to the selected service code.

12.Click the Done command to exit the Tasks form.

Related Topics

o Updating Provider Agency Details e Managing Contractors

o Managing Payers e Overriding Payer Rates
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Deleting Manually Added Tasks for a Payer (Available if program

allows it)

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Deleting Manually Added Tasks for a Payer

To delete a task:

1. From the Main Menu, click Provider.

‘‘‘‘‘

2. Click the Payers tab.

3. Find the Payer you want to whose Service Code you want to delete Tasks from,

then click on the Payer’s record to view the details.
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. Scroll down in the Payer’s Details to view the list of Service Codes that are
configured for the Payer

. Click the Actions icon, i, for the Service Code you want to delete Tasks from
and select Manage Tasks.

M Fropars Lunch

= Frugare v

. Locate and click on the Actions icon, :, for the Task you want to delete.
. From the shortcut submenu, click Delete.

. Scroll to the bottom of the page and click the blue Save command to save the
change

. Click Done to exit the Tasks form.
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Related Topics

o Updating Provider Agency Details ¢ Managing Contractors

o Managing Payers e Overriding Payer Rates
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Adding a Medicaid ID at the Payer / Plan / Program Level

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payers > Adding a Provider Medicaid ID at the Payer / Plan /
Program Level

Depending on the Payer, the system allows Providers to enter a Provider Medicaid ID

that is associated with a Payer, Plan, and Program. This is an override to the Medicaid
ID associated with the Provider.

To add a Provider Medicaid ID that is associated with a Payer / Plan / Program:

1. From the Main Menu, click Provider.

2. Click the Payers tab to see the Payer(s) associated with the agency.
3. Enter all or part of the Payer’'s name in the Search Payer field.

4. Click the blue Search command. The system will display a list of Payer(s) that
match the search parameter.
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Select the Payer in which you will enter a Provider Medicaid ID. The system will

expand the Payer’s information.
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Click the Plan/Program Override tab.
Click the add (+) button to open the Add Plan/Program Override dialogue box.
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Add Plan/Program Override

< Plan )

! Plan: NONE | Program: FLMW | Jurisdiction: FL
Medicaid ID

Plan: FMSP | Program: NONE | Jurisdiction: FL
Plan: FMSP | Program: AKCM | Jurisdiction: FL

Plan: NONE | Program: NONE | Jurisdiction: FL I

8. Inthe Add Plan/Program Override dialogue box, use the drop-down in the Plan
field to select the Plan/Program for which the Provider's Medicaid ID is
associated.

9. Type the Provider's Medicaid ID, that is associated with the Plan/Program, in the
respective field.

Note: The Provider Medicaid ID field is required. If this field is left blank, the user

will not be able to save changes.

Add Plan/Program Override
plan Plan: NONE | Program: NONE | Jurisdiction: FL

Enter Medicaid ID *
Medicaid ID ) 111111111111
0o

236

>



9’ Mobile Caregiver+

10.Click Save to save the edits. Click Cancel, to discard any entries made and

close out of the Add Plan/Program Override dialogue box.

The Plan/Program section will be added to the screen and the section will display

the Plan(s)/Program(s) with a Medicaid ID override set up for the selected Payer.

& Mobile Caregiver+

—=English  Sunshine Care (FL) v Al Provider @ isabella Khatri Schissler +

23 Dashboard

5 Schedule

= visits

= Work List

@ Claim Review
(9 Prior Authorizations
A Reports

A% Users

22 Recipiems
[3] Training

€2 Settings

5] Logout

Privacy Policy

Provider

Detalls Payers Contractors Override Rates
Search
SearchPayers  Enter Payer ID or Payer
Payer 1D Payer Name
ACBA AHCABA
FLT1 Statewide Medicaid (Claims Support)
HCPCS/Service Codes Details Contracts Plan/Program Override
Plan [ Actions
Plan: NONE | Program: FLMW | Jurisdiction: FL. mmnanm >
a

Copyright ® 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

237

>



9’ Mobile Caregiver+

Editing a Provider Medicaid ID at the Payer / Plan / Program Level

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payers > Editing a Provider Medicaid ID at the Payer / Plan /

Program Level

To edit a Provider Medicaid ID at the Payer / Plan / Program level:

1. From the Main Menu, click Provider.

2. Click the Payers tab to see the Payer(s) associated with the agency.
3. Enter all or part of the Payer’s name in the Search Payer field.

4. Click the blue Search command. The system will display a list of Payer(s) that

match the search parameter.

.
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5. Select the Payer in which you will enter a Provider Medicaid ID. The system will

expand the Payer’s information.

1F Mobile Caregivers ~=Engish  SunshineCare (FL)~ [ Provider v (@ isabella Khatr Schissler v
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be provided 10 the caregiver when scheduling a task, then select the ‘Edn” option for a service and add the tasks. The tasks that you add wil be presented 10 the caregiver as a checklistin eVV mobile
A Reports application once a visit s started.
2 Users Search Service Ente service name or senvioe code
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0001 Total Bed Bath 2
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6. Click the Plan/Program Override tab. The system will display the Plan /
Program name with the Medicaid ID associated.

7. Find the plan that needs to be edited.

8. Click the actions icon, located to the right of the Plan line.
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9. From the submenu, click Edit.

The Edit Plan/Program Override dialogue box will appear.

Edit Plan/Program Override

Plan Plan: NONE | Program: NONE | Jurisdiction: FL

Enter Medicald 1D *
Medicaid ID 22

A save € cancel

10. Edit the Plan and/or the Medicaid ID.
Click Cancel to discard any entries and close the Edit Plan/Program Override
dialogue box.

11.Click Save to save the changes.

The updated record will be displayed in the Plan/Program.
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Deleting a Provider Medicaid ID at the Payer / Plan / Program Level

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payers > Deleting a Provider Medicaid ID at the Payer / Plan /

Program Level

To delete a Provider Medicaid ID at the Payer / Plan / Program level:

1. From the Main Menu, click Provider.

2. Click the Payers tab to see the Payer(s) associated with the agency.
3. Enter all or part of the Payer’s name in the Search Payer field.

4. Click the blue Search command. The system will display a list of Payer(s) that

match the search parameter.

.
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5. Select the Payer in which you will enter a Provider Medicaid ID. The system will

expand the Payer’s information.

1F Mobile Caregivers ~=Engish  SunshineCare (FL)~ [ Provider v (@ isabella Khatr Schissler v
Q_ Search =
B2 Dashboard
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be provided 10 the caregiver when scheduling a task, then select the ‘Edn” option for a service and add the tasks. The tasks that you add wil be presented 10 the caregiver as a checklistin eVV mobile
A Reports application once a visit s started.
2 Users Search Service Ente service name or senvioe code
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0001 Total Bed Bath 2
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6. Click the Plan/Program Override tab. The system will display the Plan /
Program name with the Medicaid ID associated.

7. Find the plan that needs to be edited.

8. Click the actions icon, located to the right of the Plan line.
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9. From the submenu, click Delete.
A confirmation dialogue will appear, to verify deleting the override.

o Delete Plan/Program Override

Are you sure you want to delete this plan/program override?

OK Cancel
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Managing Contractors

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Contractors

In this section you will find information about:

e Searching for a Contractor

e Linking a Provider to Contractors

e Deleting a Contractor
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Searching for a Contractor

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Contractors > Searching for a Contractor

To find a Contractor:

1. From the Main Menu, click Provider.

28 Duwsrvows e

@ Clam Revew Search Payars. Eter Payer 1D.0r Payer Nan

_ o Statowedn Wedicad WCO Bayer e -
9 sy

8

2. Click on the Contractors tab.

3. Enter all or part of the Contractor name in the Search Contractor field.

4. Click Search; results display at the bottom of the page
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5. Click a line to see the Contractor details.
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Related Topics

o Updating Provider Agency Details o

Managing Contractors

o Managing Payers

e OQverriding
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Linking a Provider to a Contractor

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Contractors > Linking a Provider to a Contractor

Netsmart allows provider agencies to link with other provider agencies (Contractors) to
ensure adequate staff are available to provide the services Recipients need. The
Contractor will be able to add Users, will have access to your Recipients, and will be
able to schedule visits for them.

Note: You can only link to Contractors (providers) that already exist in the Mobile

Caregiver+ System.

To link your agency with a Contractor:

1. If your account is linked to multiple locations, click the agency name in the
banner to select the agency/location you want to link to a Payer.

2. From the Main Menu, click Provider.

3. Click on the Contractors tab.
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4. Click the Add icon, T, located in the upper right corner of the screen.

Link Provider & Contractor

Contractor Search Subcontractor *

Effective Date of Relationship Effective Date * )
Expiration Date of Relationship Expiration Date * =
Save Cancel

5. Click in the Contractor field, search for, and select a contractor from the list.

6. Manually type in or click the calendar icon and select the Effective Date of

Relationship and enter the effective start date.

7. Manually type in or click the calendar icon and select the Expiration Date of

Relationship and enter the expiration date.

Contractors will be able to add Users. They will have access to your Recipients

and will be able to schedule visits for them during this period only.
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8. Click the blue Save command to link the contractor to your agency.
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Related Topics

e Searching for a Provider e Managqing Payers

o Updating Provider Details e Adding Payer Override Rates
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Deleting a Contractor

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Contractors > Deleting a Contractor

You can delete a Contractor at any time; when you do, they will no longer have access
to your Recipients and can no longer schedule visits for them.

To delete a Contractor:

1. If your account is linked to multiple locations, click the agency name in the

banner to select the agency/location you want to link to a Payer.

2. From the Main Menu, click Provider.

3. Click on the Contractors tab.
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4. Click Actions icon, :, for the Contractor you want to delete.

5. From the shortcut submenu, click Delete.

Related Topics

e Searching for a Provider Agency e Updating Provider Details

o Updating Provider Agency Details e Overriding Payer Rates

e Managing Payers
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Managing Payer Override Rates

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payer Override Rates

In order to accurately bill Payers, Netsmart allows provider agencies to add custom
billing rates for rendered services, Override Rates, to the Mobile Caregiver+ Provider
Portal.

Note: Providers must ensure that the effective date range for any custom Override Rate
being added does not overlap with the effective date range for any existing Override
Rate entry for the same Procedure Code + Modifiers — The system will not allow
provider to add overlapping Override Rates.

In this section you will find information about:

e Searching for a Specific Payer Override Rate

e Adding a Payer Override Rate

e Updating a Payer Override Rate

e Restoring a Payer Override Rate

e Deleting a Payer Override Rate
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Searching for a Specific Payer Override Rate

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payer Override Rates > Searching for a Specific Payer Override
Rate

The Netsmart Mobile Caregiver+ Provider Portal will not allow providers to enter
overlapping Override Entries. It is recommended that providers search for existing
Override Rate entries before adding a new Override Rate entry.

To search for an existing Override Rate:

1. From the Main Menu, click Provider.
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2. Click in the Payer field and select the Payer you are adding the custom rate for.
3. Click in the Procedure Code + Modifiers to select the Service Code, including

any applicable Modifier(s).

Note: By default, the system will not display Override Rates that are inactive
based on the start/end dates. In order to search for inactive Override Rates,
Providers must click in the Active/lnactive field and select either Inactive or All.

4. Enter any other optional filter parameters.
5. Click the blue Search command.

You may have to scroll down to see the entire list of results.

Related Topics

e Updating Provider Agency Details ¢ Managing Contractors

e Manaqing Pavyers e Overriding Payer Rates
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Adding a Payer Override Rate

You are here: Mobile Careqgiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payer Override Rates > Adding a Payer Override Rate

The Netsmart Mobile Caregiver+ Provider Portal will not allow Providers to enter
overlapping Override Entries. It is recommended that providers search for existing
Override Rate entries before adding a new Override Rate entry.

To add an override rate:

1. If your account is linked to multiple locations, click the agency name in the

banner to select the agency/location you want to link to a Payer.

2. From the Main Menu, click Provider.

3. Click on the Override Rates tab.
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4. Click the “Add Provider Override Rates” icon, °, located at bottom left corner

of the screen.

Add Provider Override Rate

Payer Select Payer *
Procedure Code + Modifiers Select Procedure Code + Modifiers
Recipient Recipient
Caregiver Caregiver
Rate Amount $ Enter Override Rate *

Dates Start Date ® End Date ]

B save o Cancel

5. Click the Payer field and select the Payer whose rates you want to Override.

6. Click the Procedure Code + Modifiers field to select that service you want to

add an override rate for.
7. If applicable, enter the Recipient and/or Caregiver that the custom rate applies to.

8. Click in the Rate Amount field and enter the new rate.
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The Override rate being entered must either be equal to, or less than, the
maximum rate set by the Payer — The custom rate cannot be greater than the
maximum rate set by the Payer.

9. Manually type in, or click the calendar, to enter the Start Date (effective) for the
Override rate

10.Manually type in, or click the calendar, to enter the End Date for the Override
Rate.
Note: Providers must ensure that the effective date range for any custom
Override Rate being added does not overlap with the effective date range for any
existing Override Rate entry for the same Procedure Code + Modifiers — The
system will not allow providers to add overlapping Override Rates for the same

service code.

11. Click the blue Save command.

Related Topics

e Updating Provider Agency Details e Managqging Contractors

e Manaqing Pavyers e Overriding Payer Rates
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Updating a Payer Override Rate

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payer Override Rates > Updating a Payer Override Rate

To update a Payer Override Rate:

1. From the Main Menu, click Provider.

Search

2. Click on the Override Rates tab.

3. Use the field in the header to Search for the override rate you want to update —

Select the Payer and any other optional filter parameters.
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Note: By default, the system will not display Override Rates that are inactive
based on the start/end dates. In order to search for and edit inactive Override
Rates, Providers must click in the Active/lnactive field and select either Inactive
or All.

4. Click the blue Search command.
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5. Click on the Actions icon, i, on the right side of the Override rate you want to

edit.

6. From the shortcut submenu, click Edit.
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Edit Provider Override Rate
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7. Make changes as needed

8. Click the blue Save command to save the changes.

Note: Providers must ensure that the effective date range for any custom

Override Rate being added does not overlap with the effective date range for any

existing Override Rate entry for the same Procedure Code + Modifiers.

Related Topics

o Updating Provider Agency Details ¢ Managing Contractors

o Managing Payers

e Qverriding Payer Rates
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Deleting a Payer Override Rate

You are here: Mobile Caregiver+ Provider Portal User Guide > Managing Provider

Agencies > Managing Payer Override Rates > Deleting a Payer Override Rate

To delete a Payer Override Rate:

1. If your account is linked to multiple locations, click the agency name in the
banner to select the agency/location you want to link to a Payer.

2. From the Main Menu, click Provider.

Search

3. Click on the Override Rates tab.
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4. Use the field in the header to Search for the override rate you want to delete —

Select the Payer and any other optional filter parameters.

Note: By default, the system will not display Override Rates that are inactive
based on the start/end dates. In order to search for inactive Override Rates,

Providers must click in the Active/lnactive field and select either Inactive or All.

5. Click the blue Search command.
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6. Click on the Actions icon, , on the right side of the Override rate you want to
edit.

7. From the shortcut submenu, click Delete.

o Delete Rate Override

Are you sure you want to delete this override rate?

0K Cancel

8. Click OK to confirm and delete the Override Rate.
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Related Topics

o Updating Provider Agency Details ¢ Managing Contractors

o Managing Payers e Overriding Payer Rates
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Reporting

You are here: Mobile Careqgiver+ Provider Portal User Guide > Reporting

Click a topic below:

Generating a Report

Exporting a Report
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Generating a Report

You are here: Mobile Caregiver+ Provider Portal User Guide > Reporting > Generating

a Report

The Provider Portal offers several reports, including, but not limited to, the Time Log
report that gives you a list of hours worked by a Caregiver, and the Visit Report that lets
you see a list of completed tasks for Recipients.

The Time Log report is used as an example in the following instructions, demonstrating
how to generate a report. Filters are different for each report but making selections and
generating all reports is the same.

To generate one of the standardized reports:

1. From the Main Menu, click Reports.
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2. Click the name of the report you want to generate.
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Reports > Time Log
Filter Parameters TR R o cuL
& Preview Report — Current Day’s EVV Activity T CONT
end Date Time Log: May 6, 2020 - May 6, 2020
— — e | Code Time. Time. Hours Time Time.
Recipient . e . s 0506202090540 | 5052020 93540 . 05062020 5,95 40 5062020 10
I e Can ey e . o = = o5
Q Dale Can John Chang AETN 82 - - (1] . i
Grand Totais: 100
eneny Marh
John Chung
vy x 34
carsaie
A 2 £hects 0
Q
ale Ca
- A *® B
© Copyright 2017 - 2020 Tellus LLC

The system will generate a report based on the current days EVV activity.
3. Configure filter parameters — Use the fields located to the left of the sample
report to configure custom filter parameters for your report.

For some reports, like the Time Log Report shown, you may be able to

o
enter a range, such as dates, for the data you want to see. Use the
dropdown calendar for the Start Date and End Date to choose the date
range you want to see payroll for.

e Filters like Recipient that have tabs titled Available and Selected allow you

to select one or more Recipients to include in the report:
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Reports > Time Log

Start Date

2020-01-01

End Date

2020-05-27

Recipient

Available: 44

Search list...

Aaron Becker

Mary Doe

fernando durand
Bradley Marte
Jimmy Marley
Bob Hammond
Nikita Buslov
Chris Fernican
Beres Brown

Fred Flintstone

Selected: 4

Q

v All ¥ None B Invert
Caregiver
Available: 39 Selected: 0
Search list... Q
267
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Click All at the bottom of
the list to add all data
elements that appear on
the Available tab.

Click on individual
elements on the Available
tab to select and unselect
elements what will be
included in the report. The
total number of selections
will be displayed on the
Selected tab.

Remove all selected data
elements by clicking None
on the Available tab; the
Selected tab will be
updated accordingly.
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4. Scroll down and click the blue Apply command to generate the report.

Use the buttons listed below to view the contents of the report. Zoom options
appear at the top of the page; paging options appear at the bottom of the page.
You may need to scroll down to see them. You can also export the report.

Button Description

Zoom in to enlarge report.
Zoom in @,
Zoom out to reduce size of report.
Zoom out @,
See the number of the page displayed as well as the
Page 2 0736 total number of pages in the report.
Return to the first page of the report.
I<
Move back one page.
<
Move forward one page.
>
Move to last page of the report.
>l

Button Description
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Related Topic
° Exporting a Report
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Exporting a Report

You are here: Mobile Caregiver+ Provider Portal User Guide > Reporting > Exporting a

Report

To generate one of the standardized reports:

1. From the Main Menu click Reports.

Engleh  AleghemyCars v BBl Provider v (@)Ovle Corr v
83  Dashboard Reports
) Schedul
T Vee Missed Vist Report Missed Vist Report
= WorklL Recipients List List of Reciprents
@ i it Time Log Poyrll Woked Hours Dota
-
5)  Prior Authorizatio
) Prior Authorizations S Users Role Ruport
A  Report:
Visit Datedl Report Viek Detadl Report
A% Usess
Visit Detadl Report (Virginia Ondy) Visit Detall Report (Virgiewa Ordy)
% Recipient
Vst Report Visits by Recipint, User, Status or Date Range
B Provider
Visit Service Reconcilistion Uists completed veuit services by for payers 18 NOT the aggregator
@ Treining
B Setting
8 Logout
Privacy Policy Coovright © 2021 Netsmart Technolocies. inc. All rights reserved Terms of Use

2. Click the name of the report you want to generate.
3. Use the filters to select the data you want included on your report and then click

Apply.
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4. Click the Export dropdown and select the format for your report.

Reports > Time Log

Previewbode
Start Date
02010
£nd Date
w0128
Recpient
Arsiabie: 6

Saarch luz

Abrabam Lncoin

Mana B

€4 Test Dawt Unt One.
Darvels Jordan
Ashiey Wagner

Test User

P

enive Atys

v teleaa

Selected: 0

B oo

UAT Netsmart DEMO

Time Log: July 21, 2022 - July 28, 2022

Excel (Paginated)
o] T [ e [ | e [ | o | e
XLSX (Paginated) PR e e . s — ey
| JRESIY [ [T [ R [ [Tl B ey
o g R o e =
P— [ [ [ = g
s oy e - T ey e
o~ g B [ e £ ) e oy o

When the report is downloaded, it will appear at the bottom left of your screen.
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Mobile Caregiver+ English  Behavioral Care (FL) v B3| Billing Provider v @ pale Carr v
)  Schedule Export v Zoomin @ Zoomout @
T visite -
-~ Time Log
= Work List O Time Log: July 21, 2022 - July 28, 2022
Camvgiver | Employwer0 | RoTBRSE | gy ]
© Claim Review
) Prior Authortzations Seleciedi 0
RS venivemn | an
- Q
& Re . B ke ad v e
Araham Unceln
% Users Aaron Deres e v
Para Hitan
i 2 Katchan P [N .
Smbe Thast
ans F——— SR e
Provider e
7 X tone [ Senwe oten s - P
Training Cannghews e
Aewiavi: 7 Seacindi § o owme | a
Sennge Sawch tat Q o v |
3 Logout re— e JRest— -
vootws | waass | sowemineem | an
[— RS- n
wetve | s | asvasimem wrzEes
i 3 - P JUNPUII (RSN [y e -
acy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved

payroll_report (2).pdt Show il

5. Click the download indicator to open the report.

Related Topic

Generating a Report
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Mobile Caregiver+ Provider Report List

Missed Visit Report
Providers can use the Missed Visit Report to view analytic data for canceled visits,
including the reasons for canceling visits and actions taken.
The Missed Visit Report allows providers to view analytics for canceled visits, to
identify the most commonly selected Reasons and Actions Taken for canceled visits;
this information provides insights related to potential causes of “non-adherence” to
treatment plans, including but not limited to identifying Caregivers and/or Recipients
with high numbers of canceled visits.
By default, the Missed Visit Report displays analytic data for visits that were canceled
for the current day.
The report will the display following data for each visit: Recipient Last Name, Recipient
First Name, Recipient Medicaid ID, Recipient Member ID, Recipient DOB, Recipient
Diagnosis Code, Payer, Service Code, Visit ID, Caregiver, Scheduled Start, Scheduled
End, Missed Visit Reason Code, Missed Visit Reasons Notes, Missed Visit Action,
Missed Visit Action Notes.
Providers can customize the default report using the controls on the left to select the
following parameters:

e The Start Date and End Date for Missed visits.

Caregiver(s).

Recipient(s).

Missed Visit Reason(s).

Missed Visit Action(s).

MISSED VISITS REPORT
Date Range: March 1, 2022 - June 21, 2022
Report Date: 06/21/22

Missad Visit
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Recipient List Report

Providers can use the Recipient List Report to view demographic data for all active
Recipients that are enrolled with an agency; this is a census report can be used to view
and audit the count and accuracy of the EVV profiles for Recipients that are enrolled
with a provider agency.

The Recipient List Report will the display following data for each record: Recipient
Name, Date of Birth, Gender, Recipient Address, Recipient Phone Number, Emergency
Contact Name, Emergency Contact Phone.

Providers can customize the default report using the controls on the left to select the
following parameters:

e Recipient(s).

e Gender.

Recipient List

Account Name ‘ R.Count Recipient Name Date of birth Gender ipi i Phone Emergency Emergency

Number Contact Name Contact Phone

Sunshine Care of Florida

1 Anna Adenyi 0ct 3, 1083 FEMALE

3851 FAU Boulevard Boos Raton FL
Anna Adentyi Oct3, 1083 FEMALE (305) 745-4848 Adele Smith 3057845454
33931

Batsy Rosthiisberger Nev 16, 1951 FEMALE

4 Batsy Rosthisberger Nov 15, 1851 FEMALE

800 Fainway Drive Deerfisid Besch FL
5 Buck Rogers Q41045 MALE (555) 656-6720 \ima Deering 15556566720
23541

6 Cadence Alusly Mar 31, 1855 FEMALE
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Time Log Report

Provider can use the Time Log Report to view scheduled, actual, and billable reported
time log data by Caregiver for completed visits.

By default, the Time Log Report displays time reported time log for visit completed in
the current day by scheduled, actual and billable date and time.

The report will the display following data for each Completed visit: Caregiver, Employee
ID, Recipient Name, Payer ID, Scheduled Start, Scheduled End, Scheduled Hours,
Actual Start Time, Actual End Time, Actual Hours, Billable Start Time, Billable End
Time, Billable Hours, Billable-Actual Service Duration.

Providers can customize the default report using the controls on the left to select the
following parameters:

e The Start Date and End Date for Completed visits.
e Recipient(s).
e Caregiver(s).

UAT Netsmart DEMO

Time Log
Time Log: July 27, 2022 - July 27, 2022

Recipient Scheduled Visit Scheduled Scheduled Actual Visit Actual Visit Actual Visit | Billable Service | Billable Service | Billable Service Eillable-Actual

Caregiver | Empioyes ID Name (Pl Start Visit End Visit Duration Start End Duration Start End Duration Service Duration

Grand Totals.
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User Role Report

Providers can use the User Role Report to audit users’ access rights to the Mobile
Caregiver+ Provider Portal; this report can be used to identify user that possess
unwarranted access rights.

The User Role Report displays Users and their related roles by provider. The report will
the display following data for each user: EVV User First Name, EVV User Last Name,
Email, Provider Address, EIN, Medicaid ID, Status, EVV User Role.

Provider can configure and select the following report parameters to filter and display
the User Role Reports for specific Users:

e Mobile Caregiver+ EVV User.

e EVV User Role

Reports > Users-Role

Export v Zoomin & Zoom out @
eVV User
Available: 178 Selected: 0 Users-Role
UAT Netsmart DEMO
Search st Q Report Date:07/27/22
Roberts G
Isabella Ikhatri Schissler i
o EUMEEIRE | el Email Provider Address | Provider City EIN Medicaid 1D Status &VV User Role
GuinessFive Pinkleton Count Name Name
Pamela Bishop 1 Rekari il 800 FAIRWAY DR COCOABEACH oaTes54321 ADMIN
Don Oxley
. z Isapela Knatri Schissiar 800 FAIRWAY DR cocoa BEACH esrosezz CAREGIVER
Conrado Caducio
tara husband 2 Isabela khatri Schissiar 800 FAIRWAY DR COTOABEACH eaTos4zz ADMIN
valentina Carbonel 4 GuinessFi Finidston 500 FARWAY DR cocon BEACH 9a7aB4z21 [ORCECHANGERA  carsciver
Nicolas Hunter
5 Famala sizhop 500 FARWAY DR cocon BEACH 9a7aB4z21 CAREGIVER
Isabel Test -
3 Pamela sishop 800 FAIRWAY DR o4 BEACH ea7a54321 ADMIN
+ Select Al X Deselect Al B tnvert
— 7 Don Ondny crlerins com | 300 FARWEY DR o4 BEACH ea7a54321 ADMIN
eVV User Role e Den Oy ey com | 800 FARWEY DR 000 BEACH ea7as4221 CAREGIVER
Available: & Selected: 0 B Conrado Caducic edueien ‘fﬂx"‘:@g mal 300 FAIRWSY DR COCOA BEACH 237854321 CAREGIVER
Search lst. Q w0 : haabang SOOFARWAYDR | CocossEacH | semeseazt Aomm
ADMIN " tara husand 800 FARWAY DR OG0 BEACH ea7es4a21 GAREGIVER
CAREGIVER 12 et Gatton 800 FARWAY DR OGO BEAGH ea7o54321 ADMIN
CASEADMIN
1 Nicoizs Hunter 800 FARWAY DR OGO BEAGH ea7o54321 ADMIN
CASEMANAGER
BILLING 1 I1sabel Test 800 FARWAY DR OGO BEAGH ea7o54321 [ORCE e ADMIN
RECIPIENT 15 Juay) M 800 FARWAY DR cocoaBEACH es7asszz CAREGIVER
« selectal X Deselect Al B invert i Juddyd [ 800 FAIRWAY DR cocoaBEACH es7asszz ADMIN
18 Gigvan Giznnaia 800 FAIRWAY DR cocoa BEACH esrosezz ADMIN
12 Giovanni Giannola gai=n ’;‘ﬂi@”'s‘ 800 FAIRWAY DR COCOABEACH 287Ta543z1 CAZEADMIN
Privacy Policy Copyright © 2021 Netsmart Technologies, Ine. All rights reserved
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Visit Detail Report

The Visit Report allows providers to view and print a page per day report for a selected
Caregiver and recipient specific to service delivered. The report will display all service
details for individual completed visit, including but not limited to, completed services,
tasks, location of service, time services started and ended, recorded signatures, etc.
This report can be printed to add additional signatures.

Provider must configure and select the following report parameters to filter and display
the Visit Reports for specific visits:

e The Start Date and End Date for the Completed visits.
e Caregiver.

e Recipient.

Reports > Visit

Export v Zoomin @ Zoom out Q
Start Date
2022-06-01 ] Run Date: 6/21/2022
Visit
End Date
— Provider: Sunshine Care of Florida
2022-06-21 )
Caregiver Date Range: 6112022 82112022
Test User v
A Visit ID: 3118583346
Recipient
Don Diego Vega v
Reset Status COMPLETED Actual Start Time: 6/11/22 7:00:00 AM
Caregiver: Test User Actual End Time: B8/11/22 9:00:00 AM
Recipient: Don Diego Vega Duration: 02:00:00
HCPCS Code/Mod(s): 59122
Completed Tasks: Laundry, Supervision
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Visit Detail Report (Virginia Only)

The Visit Report allows providers to view and print a page per day report for a selected
Caregiver and recipient specific to service delivered. The report will display all service
details for individual completed visit, including but not limited to, completed services,
tasks, location of service, time services started and ended, recorded signatures, etc.
This report includes four health survey observation questions and can be printed to add
additional signatures.

Provider must configure and select the following report parameters to filter and display
the Visit Reports for specific visits:

e The Start Date and End Date for the Completed visits.
e Recipient.

e Caregiver.

Reports > Visit Detail Report (Virginia Only)

Export v Zoomin @ Zoom out @,
startpate
= RunDate:  7/27/2022
20220701 iz S
Virginia Visit
End Time
Provider: UAT Netsmart DEMO
2022.07-27
caregiver Date Range. 72022 72712022
Test Us
e M Visit ID: 1812137825
Recipient
Buck Rogers v
Status COMPLETED Actual Start Time: 7125022 8:00:00 AM
Reset
Caregiver Test User Actual End Time: 7425022 10:00:00 AM
Recipient: Suck Rogers Duration: 02:00:00
HCFCS CodeMod(s): Ti010
Completed Tasks: Other. Transgortation (General
Scheduled Start Time: TI26/22 B:00:00 AM ‘TEI"’“"E"“‘“ End 7125022 10:00:00 AM
Start Verification - End Verification
FC e
Type: Type:
. 777 Glades Rosd . Boca Raton, FL, 777 Glades Resd , Boca Raton
Start Address: e End Address s
Start Variance - End Variance -
(Miles) Tisse [Miles). Tiese
Start Address Type End Address Type

Did you observe any change in the
individual's physical condition?

Did you observe any change in the
individual's emotional conditi

there any change in the
individual's daily activities?
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Visit Report

The Visit Report display scheduling and actual recorded service details for all
scheduled visits; Providers can use this report to actively track/review scheduled and
reported EVV activity for all scheduled visits, including the current visit status, the time a
visit was started/ended, the location where a visit started/ended, etc.

Providers can use the Visit Report to audit service delivery (adherence to treatment
plans).

Providers can review the reported Start Verification Method and End Verified Method
data to audit the usage of compliant EVV devices for completed visits; this information
can be used to identify Caregivers who may require additional training, coaching, or
other corrective actions to increase EVV usage for completing scheduled visit.

By default, the Visit Report displays a list of scheduled visits for the current day. The
report will the display following data for each scheduled visit: Visit ID, Caregiver,
Recipient Name, Service/HCPCS Code, Scheduled Tasks, Completed Tasks, Recipient
Address, Visit Start Date, Visit End Date, Actual Start Date, Actual End Date, Start
Verified Method, Start Verification Method, End Verified Method, Duration, Billable Start
Time, Billable End Time, Status.

Providers can customize the default report using the controls on the left to select the
following parameters:

e The Start Date and End Date for scheduled visits.
e Recipient(s).
e Caregiver(s).

e Status(es).
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Reports > Visit Report

Export v Zoomin @, Zoom aut €,
starcoate s 0o
waz0r7 .
Visit Services Repart
e AT NETSWART DEMO
a Oate Rang: Juy 27, 2022 - July 27, 2022
wmazor E
Soart
Recors Recipient | Service WCPCS | Scheduied Wisit Stars | VisHEnd | Actual Star | AchualEnd End Vit
feciptent. Count | VSRID. == Mame Cede Tasks. Date. Date Dats Dats e Mamca === me=
frease s e + | osramiszs [wnamsomo M g [ » - —
Q
R T D e e w = oo —
Aaree Deneis -
oy v [ P ) = ) o | —
¥ Sutect A X Ovietect o BRAT A * 37,3093 4
. e Bz e < P L
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Amine Atve o |omream | vacsuzon ABIGALAUICE | ADOZY Nt St
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- st X osctect B toven . [rE P e
stanss
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Visit Service Reconciliation Report

The Visit Service Reconciliation Report allows providers to view the current
transmission statuses, scheduling details, and recorded visit data for completed visits
that will be exported to third-party aggregators; this report can be used to view status
information for visits that have been submitted to third-party aggregator.

By default, the Visit Reconciliation Report displays rendered service records for visits
completed in the current day by transmission status.

Warning: The Visit Reconciliation Report is intended for providers that have Stand
Alone subscriptions to the Mobile Caregiver+ Provider Portal, where providers use the
Mobile Caregiver+ Provider Portal to schedule and complete EVV visits to be exported
to a third-party aggregator.

The report will the display following data for each Completed visit: Recipient Name,
Recipient Medicaid ID, Recipient Payer Member ID, Caregiver, Caregiver CareRecords
ID, Payer, Visit ID, Scheduled Visit Start Address, Scheduled Visit Start Time,
Scheduled Visit End Time, Billable Service Duration, HCPCS Code, Modifier 1, Modifier
2, Modifier 3, Modifier 4, Completed Tasks, Transmission Status.

Providers can customize the default report using the controls on the left to select the
following parameters:

e Payer.
e The Start Date and End Date for Completed visits.

e Transmission Status.

it
i
i

Macici

Related Topic

Generating a Report Exporting a Report
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